
DOCUMENT RESUME

ED 054 436 AC 010 753
AUTHOR Ruskjer, Nina L.
TITLE The Civil Defense Director/Coordinator: An

Orientation to the Position. A Program of Instruc ion
for Local Civil Defense Clordinators.

INSTITUTION Office of Civil Defense (DOD) , Battle Creek, Mich.
Staff College.

PUB DATE May 71
NOTE 364p.

EDRS PRICE
DESCRIPTORS

ABSTRACT

MF-$0.65 HC-$13.16
*Administrative Personnel; Advisory Committees;
*Civil Defense; *Emergency Programs; Government Role;
Information Seeking; Interagency Coordination; Job
Analysis; Laws; Occupational Information; *Programed
Texts; Public Officials; Public Policy

This Staff College home study course of programmed
instruction consists of five units and final examination. It requires
12-20 hours for completion. The outline emphasizes the maim points
being taught, and the introduction page contains important teaching
points. In a unit, each page contains a bit of instruction known as a
frame. There are responses at the close of each frame, from which the
learner must select the best. A separate point is taught in almost
every frame. This point will be learned by a study of the total
situation contained in the frame, including the responses. This
course attempts to show concepts, indicate positive attitudes and
approaches, and provide certain basic information. Unit 1 discusses
the legal authority for the civil defense coordinator's job. Unit 2
discusses the relationship of the local civil defense coordinator to
local, state, and federal governments. Unit 3 discusses the
categories of work in which the civil defense coordinator will be
involved. Unit 4 discusses the knowledge needed for the job, and Unit
5 gives sources of support for the coordinator. (Author/CK)



THE CIVIL DEFENSE
DIRECTOR/COORDINATOR

rit An Orientation to the Position
C=0

t.161

A Program of Instruction
for Local Civil Defense Coordinators

by

NTNA L. RUSKJER
Education Specialist

STAFF COLLEGE OFFICE OF CIVIL DEFENSE 6 RATTLE CREEK, MICHIGAN



PREFACE

This home study course of programed ir.struction is intended for
persons mho have recently taken positions as local Civil Defense
Directors Coordinators. It is an orientation to the position.

In some jurisdictions the position goes by the title of "Director,
while in others it goes by that of "Coordinator." This is the reason
for the doUble title in the name of the course. However, in the in-
structional material, the title is always referred to as "Coordinator."

The Office of Civil Defense Staff College expresses deepest appre-
ciation to all of the many Civil Defense Co(' dinators who have enthu-
siastically and freely given of their time, _mowledge, and experience
to support the project. There is not a situation in the text which
was not supplied by one of them. Special appreciation is expressed
for the days, literally, spent by Colonel William J. Allen, Jr.,
Director of City-County Civil Defense, Denver, Colorado, and Nrs.
Marie Webb, Instructor, Minnesota Civil Defense University Extension
Program and folluer Civil Defense Director, Salina, Kansas, in orienting
the author to the crvil defense situation in local jurisdictions.
Thanks also go to the many State and Regional civil defense personnel
who assisted so generously with advice and counsel which_ made the final
product possible.

Special thanks go to Mr. James H. Beck, Behavior Engineer, Com-
munity Systems Foundation, Ann Arbor, Michigan, mho served as techni-
cal consultant for programing, and to Dr. James M. Ridgway, Deputy
Assistant Director (Training and Education), Office of Civil Defense,
for his foresight in requesting that the course be produced; his
insistence that it be written in a practical, situational approach;
his untiring review on his own time of every draft; and his appre-
ciative encouragement during the developmental process.
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INTRODUCTIO N:
HOW TO STUDY THIS COURSE

This Staff College home study course of programed instruction con-
sists of five units and final examination. You will need an estimated
twelve to twenty hours to complete it.

Here is the way to proceed. First, from your City or County Clerk,
get copies of your State civil defense law and local civil defense ordi-
nance for use in Unit 1. Then begin study of Unit 1. If you have no
local ordinance, do the best you can with Unit 1 anyway.

Be sure to read carefUlly the "Outline" and "Introduction" which
come before each Unit. The outline emphasizes the main points being
taught and the introduction page itself contains important teadhing
points which are sometimes related to test questions.

In a Unit, each page contains a bit of instruction known as a
"frame." There are responses at the close of each frame from which
you must pick the one whiCh you consider to be the best. Thus, you
complete the frame; so do one frame at a time, and don't look ahead
to adVanced frames until you have completed the frame you are on.

This type of programed instruction is designed so that the best
answer in each frame is easily selected. Don't let that fact lead
you into hasty studying, because the answers for the tests and the
final examination are designed to be more difficult. If you do not
learn well the main points taught in the frames of the text, you will
not be able to make the judgments required to pick the best responses
in test questions.

Read each frame carefully. Try to place yourself in the situation
described and look for the principle involved. A separate point is
taught in almost every frame. That point cannot be learned just from
the response. Rather, it will be learned by a study of the total
situation contained in the frame including the responses.

Mark the responses you select in the space provided. At the end
of each unit is a list of preferred responses for the frames. Unless
the text indicates otherwise, these "preferred" responses are con-
sidered to be the "best" responses, rather than the only "correct"
ones. The course cannot teach absolute right and wrong, because the
actual situation varies so from one community to another. For this
reason, what the course tries to do, instead, is to show concepts,
indicate positive attitudes and approadheS, and give certain basic
information to help you. However, the tests and examination do



have right and wrong answers, for grading purposes. Therefore, you
should answer test questions_on_the basis of information given in the
text, not on the basis of your unique local situation.

Suggested places for taking short rest breaks are indicated at the
beginning of Units 3, 4, and 5, as well as at the frames themselves.

The appendices contain items which are useftl as on-the-job aids.

Your student nunber is on the cover of this textbook. Please in-
clude your name and your student nuMber on all correspondence regarding
the course. If you have any questions during your study, feel free to
write to us. The address to use is: Box 2000, (Instructor, The CDD/C)
CDUSA Battle Creek, MiChigan 49016.

When you have completei a unit, take the test at the end of the
unit, following the directions included there. After you mail in your
answer card for Unit 5, you will receive a final examination. A
Certificate of Satisfactory Completion will be given to you when we
haire received your answer cards for all five units k;.nd the final exami-
nation, successfully completed. You should finish the course within
three months after yau enroll.

Good Luck!
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What Are the Legal
Authorities for My
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UNIT I. LAWS: WHAT ARE THE TRGAL AUTHORITIES FOR MY CIVIL DLEENSE
COORDINATOR'S JOB?

A. Local civil defense ordinances.

1. Provisions of local civil defense ordinances. (Frames 1-8)

2. Worksheet on local c!,vil defense ordinance. (Frames 9, 10)

Inter-jurisdictional agreements: mutual aid pacc,s.
(Frames 11-15)

B. State civil defense law.

1. Provisions of State civil defen e law. (Frames 16-20, 23)

2. Worksheet on State civil defense law. (Frames 21, 22)

C. Federal civil defense law.

1. Relationship between State civil defense law and Federal civil
defense law. (Frame 24)

2. Public Law 920, The Federal Civil Defense Act of 1950.
(Frames 25, 26)

a. Legal basis for national civil defense.

b. Responsibility vested jointly in Federal, State, and local
governments.



UNIT I. LAWS: WHAT ARE THE LEGAL AUTHORITIES FOR NY CIVIL DEFENSE
COORDINATOR'S JOB?

The Civil Defense Coordinator's task is based on provisions in

public law. Federal law provides for a civil defense program within

the United States, and the Federal Government has encouraged the States

to enact legislation establishing a civil defense function within their

States. All States now have such legislation. As a result., many local

governments have also passed ordinances which provide for civil defense

activities.

Unit I of this program will:

1. teach you that laws and ordirances do directly affect your

position as Civil Defense Coordinator; and

point out some components of those laws and ordinances which

are critical to the performance of your duties.

4



I.A. LOCAL CIVIL DEFENSE ORDINANCE.

FRAME I

Your wife is puzzled when you tell her you have accepted another

job, that of Civil Defense Coordinator for your local jurisdiction.

"Civil Defense! What in the world is that?" she asks. You explain that

civil defense is not some strange new thing, that it is simply local

government operating during an emergency, such as a war, tornado, or

a flood.

You got this definition of_civil defense, or one like it, fram a

legal document of your local jurisdiction. You got it from: (Check

the best response.)

your local civil defense ordinance.

Write in the space below the definition of civil defense which is in

your local ordinance.

5
n



FRAMS 2

You are new in your Civil Defense Coordinator's position. You sit

at your desk one day, going through the stack of mailofficial docu-

ments, directives information letters, and more--which had accumulated

before you came on the job. The City Engineer comes by to visit. He

gives you friendly bits of information about the city government. Then

he says, "I am really glad you are here. New you can go over and

straighten the Police Chief out. He has Pilmays been a problem to work

with under any kind of emergency conditions. Be strong right at the

first. Just walk in there and tell him where he is going to be during

an emergency, and what he is going to do."

You are not certain that you have the authority to do what the City

Engineer suggests. You say to yourself, "Suppose we did have a disaster

tomorrow. Who would actually be in command? That Is, who would have

control of emerlency operations and be responsible for things like

directing the Police Chief? I don't know, and I need to know."

(Check the best action for you to take to find out what you
need to know,)

1. Ask the City Engineer whether he thinks you
have this authority.

2. Ask your secretary whether her fcwmer boss,
the Civil Defense Coordinator before you,
used this kind of authority.

Read the local civil defense ordinance which
establishes who has final authority and con-
trol of operations in an actual emergency.

6



FRAME 3

In addition to establishing who has final authority and control dur-

ing emergency operations in your jurisdiction, your local civil defense

ordinance should provide -i;he legal authority which makes your job

possible. It should
clf_farthorit, aad your duties and responsi-

bilities as well. Knowing what you can and cannot do, legally, makes

your job as Civil Defense Coordinator clearer to you, and easier. You

will be decisive, rather than hesitant, saving valuable time and acquir-

ing the confidence of others with whom you must relate.

(Two situations are described below. Check the one which is cons t-

ent-with the above discussion.)

1. When the City Engineer brought up the subject

of the Police Chief, you asked him whether he

thought you had the authority to do what he

was suggesting. He said, "Authority'? Who

worries about that kind of legality? You can

have whatever authority you take upon yourself

early in the game."

2. When the City Engineer talked to you about

the Police Chief, you replied, "Nb, directing

the Police Chief is not up to me. I know

this from our local civil defense ordinance

which specifically states my authority ant: the

kinds of things I am supposed to de."



FRAME L.

The local civil defense ordinance should spell out, also, exactly

who has the final authority for civil defense deci ions in noxal day-

day operations in the local jurisdiction. This means liat one person

is legally designated as being responsible, during the nolmal, daily

operation of government, for making those final planning_decisions

which will affect future emergency operations. Usually this will be

the same person who has control of actual emergency operations when

they occur. Also, that person will usually be the highest official of

the jurisdiction. Making the final decision to update a local civil

defense ordinance is an example of the kind of authority we are talking

about.

In line with the above dlcussion, consider the following situation.

Your jurisdiction is making plans for emergency operations. The time

has come to pick a location for an Emergency Operating Center. You

decide: (Check the best response.)

"I am going to put it in the basement of the
City Ball where it will be the most accessible."

2. "I am going to put it in the sub-basement of the
Mosier plant on the edge of the city where it
will be safer."

"1 am going to ref3r this decision, with recom-
mendations, to the mayor, since our civil
defense ordinance says he has final authority
for making such decisions."



FRAME 5

Most local civil defense ordinances prOvide for lines of succession

of elected officials. These lines of succession designate who will fill

a position if the person with primary responsibility for that position

is unavailable. Lines of succession usually designate up to at least

three people. Sueh provisions in local ordinances assure continuity of

leadership in the community in time of disaster. The local civil defense

ordinance should specify that all departments of the local government

shall designate lines of succession plso.

(In EACH situation below check the ite a or b) which would

require the use of a line of succession )

1. Your jurisdiction has scheduled a practice exercise
for Friday morning to test the local emergency
operations plan.

a. The mayor is admitted to the hospiteA
Thursday night and cannot attend the
exercise.

b. The mayor takes part in the exercise.

2. An epidemic of disaster proportions is spreading
within your jurisdiction.

The Chief of the Health and Welfare Depart-
ment is on the job, working to halt the
epidemic.

b. The Chief of the Health and Welfare Depart-
ment resigns suddenly.

9 14



FRANE 6

An emergency operations plan for the local jurisdiction is vital.

It describes in detail who will do what during a disaster. That is, it

specifies which organization will be responsible for such things as

emergency transportation, rescue, housing, first aid, clothing and

feeding. Naw, most local civil defense ordinances provide for the

preparation of such a plan. But suppose you check your ordinance and

discover that it does not require your local government to prepare a

plan for how it will operate during an emergency'. What should you do?

(Check the best response.)

1. S't dawn and devise a plan on your own initiative.

2. Do nothing because you are not required to do

anythin.

3. Consult with the proper officials about the need

for a plan, and recommend that your civil defense

ordinance be ame:ded to require one.

4. Work without a plan, trying to make the best

arrangements possible as you go along.



FRAME 7

(Which item below from your local civil defense ordinance would best

resolve the problem in EACH of the situations given? Write the number

of your answer on the line provided.)

Ordinance Items

Provision of lines of succession.
Description of duties and responsibilities of Civil_Defense

Coordinator,
Effective date of ordinance.

4. Definition of civil defense.

The Situations

. You report on your new Civil Defense Coordinator job.
You know little about the kinds of things your job

involves. What item listed above which is in your
civil defense ordinance would help you begin to under-
stand what you are expected to do?

You attend a Kiwanis Service Club luncheon meeting.
The businessmen at your table begin discussing civil

defense. They criticize the idea that some "amateur"
organization should expect to come in during an
emergency and run the city when the local government
professionals manage it at all other times. You realize
that the men do not understand what civil defense
really is. You know that civil defense is simply
government operating in emergency. What item in
their civil defense ordinance could have made this
point clear to the businessmen?

The river running through your jurisdiction is rising
rapidly. A severe flood threatens loss of life and
property. Aecording to your ordinance, the mayor, as
the highest elected offjcial of local government, is
responsible for deciding when to begin emergency action.
He is attending a national convention of mayors in
Hawaii. Which item above in your civil defense ordi-
nance would state who should act for the mayor in sueh
a situation?

Number os
Item

11

16



FRAME 8

(Again, which item below from your local civ7'.1 defense ordinance
would bect resolve the problem in each of the situations given? rlte
the number of your answer on the line provided.)

Ordinance Items

1. Designation of who has final authority for civil defe se
decisions in normal day-to-day operations.

2. Provision of 2211211z_for violation of ordinance.
3. Designation of who has command in or control of emergency

operations.
4. Provision for preparation of an emergency operations plan.

The Situations

A. The threat of a flood in your jurisdiction has became
a reality. You decide to prepare to evacuate th,
city, so you direct the Police Department to blc-kade
the roads on the edges of town to prevent any ado_
tional traffic from coming in. The Police Chief
refuses to do what you order, saying that you are
not in charge of emergency operations. Which item
in your civil defense ordinance would determine
whether the Police Chief is right?

NUmber of
Item

B. During the flood, sickness breaks out in the community.
In same locations large numbers of people are without
food. The Health and Welfare Department is overworked
with caring for the sick alone. They say it is not up
to them to also provide mass feeding stations fox well
people. What item in your civil defense ordinance
would have provided a plan for mass feeding operations
during an emergency?

C. You, as Civil Defense Coordinator, decide that your com-
munity should change from an outdated bell (church, fire,
school bells, etc.) disaster warnilig system to the Fire
Department's siren system. The Fire Chief does not
agree and argues that you do not have the final authority
to make such a decision. Having which item in your civil
defense ordinance could clear up this probleM?

12



FRAME 9

(Below is a list of provisions found in many local civil defense

ordinances. First, select the ones which you consider to be critical

to your function. Second, select the ones which are included in your

local ordinance. Third, fill in the number and section of your local

civil defense ordinance where these provisions are found.)

Ordinance
Ttem

Final authority for civil
defense decisions in
normal day-to-day operations

Critical Included Ordinance
to your in your No. and
job? Ordinance? Section

Yes No Yes No

Control of emergency opera- Yes No Yes No
tions

Authority of Civil Defense Yes No Yes No
Coordinator

4. Duties and responsibilities Yes No Yes No
of Civil Defense Coordinator

5. Title of the ordinance Yes No Yes No

6. Lines of succession Yes No Yes No

7. Effective date of ordinance Yes No Yes No

8. Provision of an emergency Yes No Yes No
operations plan

Definition of civil defense Yes No Yes No

Penalty for violation of
ordinance

Yes NO Yes No

NOTE: You may wish to remove this sheet from the book and use it as an
on-the-job guide for future reference.

13 18



FRAME 10

As you read the Introduction to this Civil Defense Director/Coordi-

nator course, you learned that you would need a copy of your local civil

defense ordinance for use in the course. Now, suppose you went to the

City(County) Clerk to get the copy and found that your jurisdiction had

no civil defense ordinance. You should: (Check the best response.)

1. do nothing.

2. do what you can to get an adequate ordinance
passed.

hope that someone else will assume the
responsibility for getting an ordinance passed.

itI



.A.3. Mutual Aid Pacts.

TANE 11

Now let's look at another kind of local legal authority which may

,ffect your work.

Suppose the flood which we talked about earlier gets so bad that

roux jurisdiction does not have enough vehicles manpower, food, and

)ther resources to handle the situation. You know the major portion of

,he county is not affe ted by the flood. You want your mayor to call

npon the county, or adjacent cities, for help. One of two situations

.s.n result:

A. Your mayor requests help from another jurisdiction. There

has been no formal agreement betveen your governments to

help each other in emergencies. Because of this, officials

of the other jurisdiction discuss the request at length but
finally decide they are not legally able to help.

B. Your mayor requests help from another jurisdiction. There

has been a previous legal arrangement between the heads of

your two governments to assist each other in emergencies.
Help comes immediately.

The second situation involves a mutual aid pact. The second situ-

ation is most desirable because: (Check three answers.)

1. help is assured.

2. Federal authorities are involved.

3. time is saved.

4 there is a legal basis for the help given.

5. nobody has to pay for the help.

6. twies are reduced.

15



FRAME 12

The mutual aid pact is a legal agreement between jurisdictions to

help each other in emergencies. The agreement is signed by the heads of

the governments involved. The help comes through official channels.

(Check the situation below- which is consistent -with this information on

the way a mutual aid pact functions.

1. There is a severe ice storm. An adjacent city

loses its electrical pome . An electrical

engineer from your local Public Works Depart-

ment volunteers bis services, on his own time,

to the other city to help In the emergency.

2. A severe snow storm leaves your jurisdiction

virtually pax'alyzed. Another city close by

received a much analler snowfall. In response

to an official request from your mayor, the

neighboring city quickly sends snow removal

equipment to assist yam.

21 2'6



FRAME 13

The rIlles and standards of mutual aid pacts typically cover such

things as free access across boundaries, the provision of resources and

services, and the extent to which the resources and services will be pro-

vided. Usually, the i:Ules and standards of mutual aid pacts also

define who will declare that a state of emergency exists, who will be

in charge of the forces and resources received, and who will provide

compensation and death benefits for those injured or killed while render-

ing afd.

Would a mutual aid pact make provision for handling problems like

those In the situations below? (Refer to the information given above

as you check your answers.)

1. One community has a surplus of shelters.
An adjacent community has too few. The
community with the surplus shelters
officially agrees to share this resource.
Wbuld this item be covered in a mutual
aid pact?

2. A fireman from your jurisdiction Is
critically Injured fighting a major fJre
burning out of control in an adjacent
city. He was sent to the fire officially
by his Fire Chief. Who is responsible
for his compensation? Would you find
the answer, typically, in a mutuel aid
pact?

Leoting breaks out ih your jurisdiction
following a tornado. The neighboring
city sends police reinforcements to aid
you. Would you expect the itema ih a
mutual mid pact to cover who will
direct the police while they are in
your jurisdiction?

Ye-s No

17
22



FRANLE 14

Does youv local jurisdiction have any mutual aid pacts with other

jurisdictions or any joint county-city agreements or ordinances? Your

City(County) Clerk can tell you, or direct you to the person who can tell

you. You should: (Check the best response.)

1. do nothing until a disaster strikes.

2. act now, if you do not know: Ask the City
(County) Clerk.

You need to know what mutual aid pacts exist in your jurisdiction

and what they include because: (Check the best response.

you have to be able to discuss mutual aid pacts
impressively.

2. you use the information in planning for emer-
gency operations in your jurisdiction.

If you find there are no mutual aid pacts in your jurisdiction,

which action below should you take first? (Check the best response.

1. Recommend to your Chief Executive that mutual ai
pacts be adopted.

Analyze yournlocal situation and decide whether
or not your jurisdiction should have mutual aid
pacts with neighboring jurisdictions.

Decide on the_provisions which the mutual aid
pacts vial include.

2
18



FRAME 15

Which list below is the best summary on mutual aid pac . (Check

Item 1 or Item 2.)

1. a. Signed, legal agreement.

b. Between heads of governments.

c. Assistance In emergencies.

d. Rules and standards under which the
assistance is given.

2. a. Informal agreement to assist.

b. Made between departments of government.

c. Assist with food supplies.

d. Assistance at any time.



I.B. STATE CIVIL DEFENSE LAW.

FRAME 16

The local jurisdiction is a political subdivision of the State.

Your local civil defense ordinance and activities, then, derive their

authority from your State civil defense law and directives. This means

that the State civil defense law and directives give the local juris-

diction the right to enact whatever local civil defense ordinances it

needs to cover its operational program, so long as those ordinances

stay within the limits of the authority granted by the State.

You read the above information and conclude: "The points being

made here are that the State civil defense law gives the authority for

local governments to pass their own civil defense ordinances, and also

that loca0 civil defense ordinances: Check the best response.)

1. are not too necessary, so I c- forget about

them and get on to other business."

2. have little relation to State civil defense

law."

should not be contrary to the requirements of

State civil defense law."

250



FRAME 17

Some State civil defense laws are permissive where the political

subdivisions are concerned. Others are directive. An example of a per-

missive State law would be one which says that every county "may have,"

or "should have," or "is authorized to have," a civil defense organiza-

tion.* In contrast, a directive State law would say that every county

Imust have, or "shall have, or "is required to have," such an

organa.zation.

(Below are excerpts from State civil defense laws. Check the one

which Is directive.)

"It is hereby found and declared to be necessary
to create a State Civil Defense Agency, and to
require the creation of county and local organi-
zations for civil defense in the political sub-
divisions of the State."

2. "Each county of this State is hereby authorized
to establish and maintain a County Civil Defense
Advisory Council and a county civil defense orga
nization in accordance with the State civil
defense plan and program."

*NOTE: Nearly all State civil defense laws and many local ordinances
are written in terms which describe civil defense as an
organization. Today the more popular view is that civil
defense is an activity, an activity of government. Nevertheless,
you need to be familiar with the laws which affect your job
regardless of how they may be worded.



FRAME 18

State law represents higher authority than local ordinances repre-

sent. Therefore, local civil defense ordinances must conform to State

civil defense laws which are restrictive or directive. As an exap1e,

let's use one provision found in some State laws. That Is, same State

civil defense laws reserve to the Governor the right to seize any private

property which Is needed for emergencjms and do not allow- any local

jurisdiction this authority. Now, using your local civil defense ordi-

nance and your State civil defense law, answer the following questions.

(Circle your reponse.

1. Does your local civil defense ordinance

have a provision for the seizure of

private property in an emergency? Yes No

2. If your local civil defense ordinance

has such a provision, is that provision

legal according to your State civil

defense law? Yes No.



FRAME 19

Consider the following situation. Suppose that you did check your

local civil defense ordinance and found that there was a provision in

it for the seizure of private property. Let us suppose, further, that

you found this was not legn0 according to your State civil defense law.

You should: (Check the best response.)

1. not worry about It, because the chances are that

your local jurisdiction will not be seizing any

private property in emergencies.

2. recommend to your Chief Executive that the ordi-

nance be changed to be consistent with the State

law.

3. write to the State Attorney General and point

out that the State civil defense law should be

changed to permit emergency seizure of private

property by the local jurisdiction.



FRAME 20

We have said then that, as Civil Defense Coordinator, it is your

job to make sure that the legal machinery under which you operate is

adequate. We have also said that in order to do this you should:

(Check the best response.)

I. expect that your Chief Executive will accept

responsibility for interpreting for you the

legality of your local civil defense ordinance.

verk to improve your local civil defense ordi-

nance without concern as to whether or not it

conflicts with State law.

compare your local civil defense ordinance to

your State civil defense law in order to be

ure your local ordinance is legal, and to make

recommendations for changes, if necessary.

NOTE: CONSULT YOUR CITY (OR COUNTY ) ATTORNEY. HE WILL HELP YOU WITH
THE LEGAL ASPECTS OF YOUR JOB. TAKE THE INITIATIVE. GO TO HIM, BUT
BE AS KNOWLEDGEABLE AS POSSIBLE WBEN YOU GO.

24-



FRAME 21

(Using your State civil defense law, complete the following work-

sheet to be used as an on7the-job reference guide.)

WORKSHEET ON STATE CIVIL DEFENSE LAW

1. My State cival defense law is
Title of Act)-

2. My State civil defense law establishes a State civil defense agency

with a directo (Circle one.) Yes No

My State civil defense law describes the duties and responsibilities

of the State Civil Defense Director. (Circle one.) Yes No

4. According to my State civil defense law:

a. The
(Title of position)

bility and authority for civil defense in my State under normal

has the final responsi-

day-to-day operations.

b. The
(Title of position

authority for civil defense_ during an emergency in my State.

c. The requirements which my local government muSt_meet in fill-

filling its civil defense responsibilities are:

has the final responsibility and

d. The prescribed city-county relationships are:



FR1WE 22

Suppose you found, as you worked on Frame 21, that you could not

read the State civil defense law and be sure of the correct answers for

some of the items included there. As a Civil Defense Coordinator, you

should: (Check the best response.

skip the whole worksheet as an impossible

paper and pencil exercise which has no meaning

to you in your job.

hire an attorney to read the State civil

defense law and tell you what the answers

are

consult with your State Civil Defense Office

and/or your CitY-(County) Attorney for help

in determining what the .tate civil defense

law does require of:your juri diction.
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ru have learned that your lo al civil defense ordinance derives

xthority from your State civil defense law. Thinking this over,

ay to yourself,
"Why does our jurisdiction

need a local ordinance

have an adequate State civil defense law?" You came to tbe con-

Lon that your jurisdiction:
(Check tbe best response.

1. needs a local civil defense ordinance to insure

the legality of its own local emergency opera

tions program.

2. needs a local civil defense ordinance only if

you have no State civil defense law.

does not need a local civil defense ordinance,

since it can rely entirely on your State civil

defense law.



I.C. FEDERAL CIVIL DEFENSE LAW.

FRAME 24

You have studied about local civil defense ordinances and some of

the provisions they should contain. You now know that these local

ordinances are based unon the authority of State civil defense law.

But there is also Federal law which affects your job as a Civil Defense

Coordinator. The Federal Civil Defense Act of 1950, Public Law 920,

81st Congress, as amended, is the specific legal basis for national

civil defense in the United States. BY following the provisions of

Public Law 920, States can qualify for the Federal assistance which is

made available to them and their political subdivisions by that Law.

In this sense, then, State civil defense laws must be consistent with

Federal civil defense law. All States now have such laws.

The above information has told you that: ( heck the best response.

1. there is a Federal civil defense lay, Public Law
920, and one reason this law is important to you
is because it nakes Federal assistance available
to those States and their political subdivisions
which qualify for that assistance.

2. your State nay act independently of the Federal
Government in the natter of civil defense without
any adverse consequences.

it really is not Important to you whether there
is a Federal civil defense law, because it has no
bearing upon your job as a Civil Defense Coordi-
nator.
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Your State civil defense law establishes what your State government

will do in civil defense. Your State civil defense law also states what

the civil defense responsibilities are of its local political subdi-

visions. In the same way, Public Law 920, the Federal Civil Defense

Act of 1950, as amended, establishes who has responsibility for civil

defense within the Nation as a whole. This Act of Congress (Public Law

920) says that responsiblity for national civil defense is "vested

jointly in the Federal Government and the several States and their

political subdivisions."

(Check the most desirable situation below:

1. You read the information above and decide,

"Well, the main responsibility is not with us

here in my local jurisdiction. Mainly, civil

defense is the responsibility of the State bnd

Federal Governments."

2. You read the information above and decide, "All

units of government have a responsibility. A

coordinated effort, among all governmental

units concerned, is essential to effective

civil defense."



FRAME 26

Place yourself in the following situation.

You have just addressed the local Parent-Teachers Association.

One member, during the question and anawer period, aaks why you think

it is "right" to spend local taxes on civil defense, since civil

defense comes under a Federal law. You point out that: (Chedk the

best response.)

1. a civil defe se program is desirable because it

will save lives in a disaster, and that makes it

legal and "right" to spend 1_ di funds.

2. your local civil defense program is based upon

local and 'State law, as yell as Federal law, with

joint local, State,and Federal responsibility.
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Check the statements below which are true according to what you

have just studied on State and Federal civil defense laws.

1. In its civil defense law, a State may indicate

what a local jurisdiction is permitted to do in

civil defense or it may indicate what the local

jurisdiction is required to do.

2. The civil defense ordinances of local jurisdic-

tions must conform to State civil defense law

requirements.

3. The local Civil Defense Coordinator has a respon-

sibility to work for legal atid adecuate local

civil defense ordinances.

4. The local Civil Defense Coordinator cannot know

whether his local civil defense ordinance is

legal and adequate unless he is familiar with

what his State civil defense law requires.

5. State civil defense laws are based upon the pro-

visions and authority of Federal civil defense

law.

According to law, civil defense in the United

States is a responsibility shared jointly by

local, State, and Federal governments.

END OF UNIT 1
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UNIT I - -BEST RESPONSES

FRAME/RESPONSE FRANE/RESPONSE

1. 2 14. 2

2. 3 2

3. 2 2

4. 3 15. 1

5. 1-a 16. 3

2-b 17. 1

6. 3 18.

7. A-2 19. 2

B-4 20. 3

C-1 21.

8. A-3 22.

B-4 23. 1

C-1 24. 1

All but 9. 7 and 10 are 25. 2
critical to your function.
All sbould be included in 26. 2
your ordinance.

10. 2

11. 1

3

4

12. 2

13. 1-yes

2-yes

3-yes

27. 1

2

3

Ii-

5

6



THE CIVIL DEFENSE DIRECTOR/COORDINATOR:
AN ORIENTATION TO THE POSITION

UNIT I TEST

TEST TYPE: Multiple ahoice

NUMBER OF QUESTIONS: 10

VALUE OF EACH QUESTION: 10 points

DIRECTIONS:

1. Locate ycar student number on the cover of this textbook.

2. Select an answer card from those included in your instructional

materiaJs and enter your name, address, zip code, STUDENT

NUMBER and UNIT NUMBER in the spaces provided on the card.

Each test question is followed by four possible responses.

The questions are designed so that more than one of the

four possible responses may appear to be correct. However,

in each question there is one response which is better than

the other three. Select the one (only ONE) which best

answers the question. Make your selection on the basis of

information given in Unit I, not on the basis of your local

situation.

4. Mark the answer you have se3ected on the answer card, using

a soft lead pencil. Make a heavy mark completely covering

the space between the lines of the answer you select. For

example, if your answer for the first question 'were tta,II

you would mark the answer card as follows:

1.

Mail the completed answer card; it is self-addressed and

postage paid.



1. You ask your City(County) Clerk for a copy of your local civildefense ordinance and find there is np ordinance. The bestaction given below would be to:

a. rely on State civil defense law to provide all the necessarylegal basis for your local civil defense program.
b. determine from your Chief Executive

whether or not the lackof's. civil defense ordinance presents a problem in yourcommunity.

c. use your position and influence to change the situation.
d. patterri your civil defense program as nearly as possibleafter,that of a neighboring

jurisdiction which does have agood civil defense ordinance.

Having the duties, responsibilities, and authority of the Civil. Defense Coordinator defined
in the local civil defense ordinanceis desirable because it:

simplifies procedures in emegency planning and operationsIn the local
jurisdiction.

:b. allows the Coordinator to assume more authority over the'local government deparVments.

c cla:rifies the close relationship between the Civil Defense'Coollinator position and the State Civil Defense Office.
d. eliminates tho need for much of the coordination usuallyrequired between departments of local government.
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If your local civil defense ordinance does not provide for develop-
ment of an emergency operations plan by your local jurisdiction,
your best action would be to:

a. continue with other critical tasks in your job since your
jurisdiction has managed thus far without such a provision
in its civil defense ordinance.

b. work with the department heads on the preparation of such
plans, while you work to get the ordinance revised.

encourage the department heads to develop such plans anyway,
thus eliminating the need to have the provision in the
ordinance.

d. do nothing until you first have the legal machinery to support
your emergency operations program.

A hurricane is an immediate threat to your locality. Which of the
lists below contains the provisions from your local civil defense
ordinance which would help most with the crucial decisions your
jurisdiction might be making shortly?

a. Definition of civil defense, who has final authority for civil
defense decisions in normal day-to-day operations, penalty for
violation of the ordinance.

b. Who has final authority for civil defense decisions in normal
day-to-day operations, who has control of emergency operations,
effective date of ordinance.'

.Lines of succession, definition of civil defense, provision of
an emergency operations plan.

Provision of an emergency operations plan, lines of succession,
who has control of emergency operations.

35
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5. Your local jurisdiction wisbi.n to make sure that an adjacent juris-
diction will pool its resources with yeurs.if a flood occurs. The
best way to assure this is through providing for it in:

a. the civil defense ordinances of the jurisdictions.

b. an emergency operations plan.

c. a mutual aid pact.

d. an informal working agreement.

6. Two reasons why it is important for a Civil Defense Coordinator to
be familiar with his State civil defense law are that he will then
know what the State will do for his local jurisdiction in an emer-
gency and what emergency powers are granted to the local juris-
diction by the State. Another most important point is that he must
know what his State civil defense law contains in order to be sure:

that the State law conforms with the Federal Civil Defense Act
of 1950, as amended.

b. that his local civil defense ordinance conforms with State law.

c. to whom he reports in the State Civil Defense Office.

d. how he is required to organize his local emergency operations.

7. The specific legal basis for national civil defense in the 'United
States is:

a. an Act of Congress.

b. the Federal Constitution.

c. a Presidential Executive Order.

d. a Department of Defense Directive.



8. You make a plea for a local civil defense ordinance bc ire the group
of government officials who have the power to pass it. They resist
the idea that such legislation is needed, saying the Federal Govern-
ment is responsible for civil defense. You explain that:

a. you realize they are right, but the local government still
should assuthe some responsibility.

b. you think they are mistaken, because your State government
has shown it has responsibility by passing a State civil
defense law, so the local subdivisions should do likewise.

they are right in that the Federal Constitution says nothing
about civil defense, but with changing times, the State and
local subdivisions must assume responsibility.

d. they are mistaken because, according to Federal law, all units
of government have some responsibility.

Which of the situations below best describes your Civil Defense
Coordinator position as it relates to your local jurisdiction?

a. You have no responsibility for assuring that the emergency
planning and operations of your local government rest upon an
adequate legal base.

b. You have authority to demand local legislation which conforms
to Federal law.

c. You use a legal base for assisting local government departments
to draw up and use a plan for coordinated operations in
emergency.

d. All of the responses above a, b and

10. As a Civil Defense Coordinator, you should work to assure that your
local civil defense ordinance:

a. is in agreement with the civil defense ordinances of adjacent
jurisdictions.

provides for the authority, duties, and responsibilities of the
department heads

c. outlines the civil defense organization in detail.

d. provides for continuity of government through lines of
succession.

42



O
ff

IC
S

O
f C IV O
..

O
E

SSIN
SE

O
SP

PA
T

IO

ftE
1-01014914%

P
S

:
H

ow

0o % R
elate

to

Local

S
tate

and

F
eder

G
ore

orrtents

43



UNIT II. RELATIONSHIPS: HOW DO I RELATE TO LOCAL, SMALL, AND FEDERAL
GOVERNMENTS?

A. Relationships with local government. (Frames 1-11)

1. Intragovernmental relationships.

a. Staff man within local government structure.

(1) Advise chief executive and deparLient heads on
emergency preparedness and operations matte

(2) Coordinate with the departments the planning for and
developmeni:. of -Lie local jurisdiction's emergency
operations plan.

(3 ) Coordinate the integration of the emergency plans and
resournes of organizations and individuals in the com-
munity into the local jurisdiction's emergency opera-
tions plan.

2. Intergovernmental relationships.

a. Staff man within local government structure.

(1) Advise chief executive on emergency planning and
operations involving city/county relationships, as
well as relationships with other local jurisdictions
in the surrounding area.

(2) Coordinate with the county (or cities of the county)
and adjacent jurisdictions the integration of all of
of the local emergency operations plans of the area
into one area emergency operations plan.

B. Relationships with State government. (Frames 12-18)

1. Staff man within local government structure.

a. Know and interpret for local jurisdiction the relation-
ships between the State Civil Defense Office and the local
jurisdiction which are prescribed by the State civil defense
law.

b. Know and secure the State civil defense guidance which is
available to the local jurisdiction.

c. Kncw and interpret for the local jurisdiction the policies,
regulations, and procedures set up by the State Civil
Defense Office.

41



C. Relationships with Federal government. (Frames 19, 20)

1. Staff man within local government structure.

a. Indirect relationship: local Coordinator to State Civil
Defense Office to OCD Regional Office.

b. Direct relationship: written materials.
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UNIT II. RELATIONSHIPS: HOW DO I RELATE TO LOCAL, STATE, AND .bEDERAL
GOVERNMENTS?

In the last few years the local governments of the United States
have become more disaster conscious than ever. As Civil Defense
Coordinator, you have a very special and important 2 ole in building
your local jurisdiction's capability for coping with disasters. You
help the various departments of your local government to develop a well-
organized and staffed operation, geared to any kind of emergency
situation.

The leaders of local government, the department chiefs, and the
people in your community, should look to you as the:

PROFESSIONAL who gives leadership in the development of an
emergency operations plan; the

COORDINATOR who ties together the emergency responsibilities
of local government departments, nongovernment
agencies, industry, and volunteers; the

STAFF MAN who advises the government leaders in their
decision-making, in emergency preparedness and in
emergencies; the

LIAISON MAN who represents them to State and Federal civil
defense agencies in matters of coordination,
obtaining matching funds and other support, and
in establishing mutual aid relationships with
surrounding communities; and the

KNOWLEDGEABLE who can interpret civil defense as emergency
SPOKESMAN operations.

The top government official in your jurisdiction will continue to
be responsible i3r the civil defense, or emergency operations, program.
You, however, have to be the prime mover behind that program.

Unit II of this course will:

1. show you how you function as a staff man within the structure
of your own local government, and

2. point out how you relate to other governmental structures
(local, State, and Federal) as you function.



II.A. RLLATIONSHIFS WITH LOCAL GOVERNMENT.

FRAME 1

If your situation is like that of most Civil Defense Coordinators

across the United Stateft, you are in the position of a staff man in the

local government structure. Being a "staff man" means that you serve as

advisor and assistant to -Lae Chief Executive of your jurisdiction on

matters relating to emergency planning and operations. To illustrate,

let's say that your jurisdiction has no warning system. You realize

that a warning system is essential to an emerge cy operations program.

You gather and analyze all the facts related to the problem of getting

an adequate system installed. You present these facts to the Chief

Executive wi_th your recommendations on the action he should take. In

this you have served as a staff man.

Suppose, then, that your jurisdiction had no emergency operating

center. As the Chief Ekecutive's emergency operations staff man you

should: (Check the best response.

1. ask the Chief Executive whether he thinks an ener-
gency operating center is necessary.

2. do nothing.

find out what will be involved in establishing an
emergency operating center, inform the Chief Execu-
tive, and melte recommendations.

4744



FRAME 2

As a staff man, you are NOT in the line of command between the Chief

Executive and the department heads within the local government. That is,

you have no authority over those department heads except as such author-

ity is specifically granted to you by the Chief Executive to represent

and act for him. For example, you do no4 "direct" the Fire Chief to do

anything. You do not "tell" him to be at a meeting. You do not "tell"

him to recruit auxiliary firemen, or to train his emergency operations

staff. Rather, acting for the Chief Executive, you work with the Fire

Chief, assisting him In his emergency operations planning.

Consider the following situation. You are a new- Civil Defense

Coordinator. You are anxious to begin work on an emergency operations

plan for your jurisdiction. Thinking through what action you should

take, you finally decide that a meeting of department heads should be

held to discuss the development of the plan. You then: (Check the best

resp se.)

set the time and place for the meeting and notify
the department heads that they are to attend. Yoy
advise the Chief Executive of the action you have
taken. You plan to chair the meeting.

2. advise the Chief Executive that such a meettng
should be held, giving him the reasons why you think
so. You recommend that he call the meeting and plan
to chair it. You suggest possible dates which you
have determined are convenient for those who will
be involved.

45
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FRAME 3

Here is another illustration of your position as staff man in the

local government structure. The first week after you were appointed

Civil Defense Coordinator, your Chief Executive issued a directive to

all department heads. It said in part:

All departments and agencies of the government of this
jurisdiction share the responsibility of serving and
/Irotecting our people during normal times and during
times of emergency. I consider that our civil defense
plans for the security of our people during emergency
periods, which may be brought about by natural disaster
of war, are of utmost importance. The Civil Defense
Coordinator is responsible to.me for coordinating the
development of an emergency operations plan for this
jurisdiction. Accordingly, the head of each depart-
ment or agency is requested to give the Civil Defense
Coordinator the fullest cooperation and assistance as
he acts for me in this capacity.

This directive made clear what your responsibilities and authority

were and how you were to relate to the departments of your local govern-

ment. As a result, you were able to:

1. call department heads, or their representatives, to meetings;

2. expedite planning for emergency operations.

(Check the rule below governing your position as staff man in the
local government structure which this situation best illustrates.)

1. As staff man, you have no authority over the
department heads of the local government.

As staff man, you have authority within the local
government structure if it is specifically
granted to you by the Chief Executive.

ci
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FRAME 4

A neighboring community wants to dispose of a surplus fire engine.

You call your Fire Chief to inquire whether, in terms of his emergency

operations plan, he has need of this engine. The Fire Chief says he

could use it. He asks you to help him with a recommendation to the

Chief Executive that the engine be purchased. You assist.him because

as staff advisor and assistant to the Chief Executive, you also serve

as advisor and assistant to the department heads on emergency prepared-

ness matters. They are the experts. You do not tell them how to do

their jobs; you only assist them in getting the jobs done.

(Check the situation below which is most consistent with the infor-

mation above.)

1. The Police Department does not have an emergency
operations plan. You go to the Police Chief to
find out how they will operate in an emergency.
You tactfully ask questions which point up the
need for a plan. He thinks through each situa-
tion you bring up and tells you what should be
done in each case. The two of you arc still
working at 11:00 p.m., producing a first rough
draft of his plan.

2. You call your wife to say that you will be home
late for dinner because the Police Chief does
not have any emergency operations plan for his
department, so you are going to write one on
your own. Sinne the plan is due in your Chief
Executive's office by 11:00 a.m. the next day,
you will have to work late in order to get it
done on time.



FRAME 5

Let's look at another example of how you function in your position.
Suppose that, in thinking .of emergency operations, you see the importance
of the movement Of emergency vehicles (police ears, ambulances, fire
trucks). You realize the serious consequences which could result if
these vehicles attempted to use a street which was blocked by damage, or
by repair crews. You find that at no place within your local juris-
diction is information on the closure of streets coordinated. You advise
the Chief Executive of the need for such coordination and of your plan
to provide it. You discuss the problem with the fire, police, and other
department hesds. They agree on wanting you to provide the service.
They tell you what they have to know about street closures and when.
You Pool the information, come up with a system for meeting the need,
and issue instructions on procedures te be followed. In this you have
functioned as a staff man to the Chief Executive, by coordinating with
the various departments, advising the Chief Executive, and developing
and recommending a plan of action.

(Check the situation below which best illustrates that part of your
function described above.)

In normal times, the Police Department regularly
calls upon the Department of Public Works to put
up traffic barricades when they are needed. You
feel the procedure used does not meet the require-
ments of a disaster. You issue a memn directing
that the procedure be modified.

2 You talk with the Police ad Fire Chiefs about
their emergency operations plans. They agree
that the procedures under which they cooperate
with each other during normal times should be
extended to cover disaster situations. With
the consent of both men, you arrange a mutually
satisfactory time for a meeting of the three of
you to work out an adequate pro edure for
operations in a disaster.

You talk with the Chief of the Medical Department
about his emergency operations plan, including
his need for ambulances in a disaster. He
complains that the police respond to his calls
for ambulances only if and when they want to.
You remind him that he is the expert. He should
go ahead and write the procedure into his
emergency opel.ations plan as he sees it should
work, and the Police Department has no alternative
but to comply. The plan is written accordingly.
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FRAME 6

In your job as staff man for the Chief Executive, you also advise
and coordinate the local jurisdiction's emergency preparedness activities
with community organizations, such as the Service Clubs, PTA's, and
church groups. Your role in this does not differ from your role in
working with the Chief Executive and the department heads.

Here is an example of what we mean. Suppose the President of the
local Restaurant Association came to you and offered to take care of
mass feeding in disaster. You know that your jurisdiction's emergency
operations plan states that the Welfare Department, with the aid of the
Red Cross, will handle emergency mass feeding. Yet you want to integrate
the resources of all local organizations into the emergency plan. So,
acting in the capacity of advisor and coordinator, youthank the
President of the Restaurant Association and: (Check the best response.

_1. explain that the Welfare Department has over-all
charge of emergency ::.ass feeding. You then deter-
mine from him what kinds of equipment, manpower,
supplies, and other resources, the Associption
would have available, and how they see themselves
as fitting into the picture. You next discuss
with the Welfare Chief how these resources might
best be incorporated into his emergency operations
plan. Finally, you assist the Welfare Chief in
drafting a mutual assistance agreement for the
Chief Executive and the President of the Restauranu
Association to sign.

suggest that he get in touch with the Chief of the
Welfare Department who has charge of mass feeding
in emergencies. You then explain regretfully that
you have a meeting you must attend for which you
are already late.

explain that mass feeding has raready been
arranged for. You add that you are sure you will
be able to find something which the Restaurant
Association can do even though it may be in an
area other than mass feeding. You tell the
President that you will be in touch with him,
and then you forrt to call him.
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FRAME 7

During a visit with a former City Clerk of your jurisdiction, you

begin to realize what an influential position in the community this nan

has retained even though he is retired. For one thing, he is a good

friend of the President of the local Retail Merchant ' Assoc!ation and

you are having a hard tine persuading that group to cooperate in the

community shelter program. So you explain the shelter program to the

former City Clerk and solicit his help in convincing the Association of

the importance of fallout shelter for all citizens. He contacts the

Association President. As a result, yl are invited to the next Associa-

tion meeting to brief the membership and outline how they can be of

help.

Looking back over this experience, you realize that it illustrates

one specific way you should function in your job. It best illustrates

that: (Check the best response.)

1. you sometimes need to identify influential
members of the community and informally secure
their assistance in planning for emergency
operations, especially in working with com-
munity organizations.

2. you serve as staff advisor to the Chief
Executive of your jurisdiction in working with
lOcal government organizations.

an important part of your joh as staff man for
the Chief Executive of your jurisdiction is to
coordinate activities between different groups
which exist in your community.



II.A.2. Relationships With Other Local Governments.

FRAME 8

Shortly after you take the job of Civil Defense Coordinator, you get

a letter from a friend who is in a similar position in a city of another

State. He tells about the strong township governments where he lives

and the relationships which cities are required by Sta e law to maintain

mith these townships. You remember having talked with a Coo.Ldinator in

city of yet another State who mentioned the relationship between his

city and county which was required by his State law. Bis city had no

Health or Welfare Departments of its own, and the county operated such

departments within his city. You become concerned and sa to yourself:

(Check the best response.)

1. "Do I know all I Should about my local situation
and haw the requirements of existing law may
affect my relationships with other local juris-
dictions. I had better make sure."

2. "How can I possibly be expected to know legal
aspects like this? I am no lawyer; I am only a
staff man and not responsible for legalities."

"Do the situations of these mend-lave anything in
common with me? NO, not really. If we had any
lecral relationships mith other jurisdictions of
which I should be aware, someone in our govern-
ment would have told me."

Knowing whnt relationships are established by law between the local
jurisdictions with1+1 your State mill help you to mork within their con-
straints and also to make maxim= use of their advantages.



FRAME 9

As you study into the relationships between local jnrisdictions in.

your State which are established by law, you will become aware of another

thing. That is, you will probably often represent your Chief Executive

in the emergency planning and operations which involve other nearby

local governments. You function in the same way in these activities as

you do within your local government structure--as a staff advisor and

coordinator for your Chief Executive. This is a sensitive area, since

usually no line c)f authority exists between these governments. What

gets accomplished will more than likely get done through the use of

influence and cooperation, rather than in any other way.

Here is an example of -c,his principle. The man in charge of shelter

management in your jurisdiction decides to make a quick visit to some

shelters you both have heard about out in the county. On short notice,

he asks you to go along. You feel the trip will help you in advising

your Chief Executive on the direction your shelter program should

take, so you hurriedly leave with the shelter manager. While you are

busily ins7ecting one shelter, the County Coordinator comes in and finds

you there. He is obviously irritated. You assume he is displeased

because he feels: (Check the best response.)

1. you have shelters in your own area you should have

visited first.

2. your chief shelter manager should not be with you

on the trip.

you should not be in -is county officially looking
at shelters without first having coordinated the
visit with him.
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FRA3E 10

Your coordination of emergency planning and operations with -her
nearby jurisdictions will also involve the assistance you will ned from
each other when a disaster strikes. Consider the following situations:

1. Your city is crippled by heavy snow. You have learned that in your
particular State mutual aid pacts exist between the counties of the
State. You also know that, under the standing operating procedures
of these mutual aid pacts, the State Civil Defense Office coordi-
nates the requests for aid coming from the counties. You consult
with the department of your city which is responsible for snow
removal as to what help they need. You advise your Chief Executive
of the help required and then proceed to request that help from
adjacent counties. You go through your county and'State Civil
Defense Offices, as required by the standing operating procedures
of the mutual aid pacts.

2. A tornado strikes in another county. Because you know that mutual
aid pacts exist between the counties of your State, you advise your
Chief Executive that your city could possibly receive requests for
police, fire, health, or rescue assistance, and that the city depart-
ments should be alerted. You coordinate with the departments; the
request for help comes; your city is able to assist at once.

(Check the .6tatement below which best illustrates the rules common
to the two situations above.)

1. Since your emergency operations plan should not
exist in isolation within your State, mutual aid
pacts between jurisdictions shoilld be set up by
the State. Thus you, as Civil Defense Coordinator,
are relieved of responsibility for emergency opera-
tions planning between your jurisdiction and other
local jurisdictions.

2. Since the emergency operations plans of local
jurisdictions must fit together to make a total
plan for the State, mutual aid pacts between the
jurisdictions are nece-sary. You need to know
what mutual aid pacts affect your jurisdiction,
and how they operate. You can then: (a) advise
your Chief Executive on emergency actions which
should be taken by your jurisdiction and (b)
coordinate, within procedures which are already
set up, tbe giving and receiving of help.



FRAME 11

(The letter below reviews how you function in your job.
letter and complete the problem following it.)

Dear Joe:

Read the

So you are now a Civil Defense Coordinator! As a long-time member,
let me say, "Welcome to the club."

In this job, Joe, a person has to be like an alert salesman who sees
early that a new item is needed on the market. Then he gets the item out
there ahead of everybody else, and makes the profit.

Let me talk that up a little. Suppose you sa a need for expanding

the intelligence function of your Police Department. You talked with

the Police Chief about how important it was to know ahead of time what

might happen, in order to take preventive action before an emergency

arose. Since it was impossible for the Police Department to do all of

this extra work alone, you snggested that you arran e a planning session
a

in which he and his people could take_part.7 He agreed. You then

advised your

Now, for

company,_ the

Chief Executive of the need and the plan for a meeting.
(b)

this meeting, yon/grought in people from the public power

(c
teleph- ne company, atIA other companies who had crews all

er the city; you brought in operators certain nei hborhood stores

and people in other strategic positions who might know about arising

problems.7 At the meeting you recorded the decisions and from those

decisions/5.0u assisted in the development of a basic emergency operations
(d)

plan. You got the Police Chief to K the draft you wrote of the plan:7

Next, you prepared, for the Chief Executive's signature, the directive

which 4_s ued the plan.
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FRAME 11 continued)

Maybe, living in the metropolitan area that you do, you even went a

step further and worked out some kind of an agreement with the neighbor-
(n)

ing jurisdictions to exchange police_intelliEtri since troUble in one

of your jurisdictions could easily mean trouble in another.

So this is the kind of thing I mean when I talk about our job being
like that of an alert salesman. You see a need, work to meet the need,
and reap the profit. In n. 1 of the situation with the POlice Chief,
which we used as an example, the better you made him and the Chief
Executive look, the better you looked. More and more I realize, Joe,
that this is a team job. It can't be anything else.

Let me hear how you are doing. Hope to see you at the State Meeting
of our Coordinators Association next month.

Sincerely,

(The situation in this letter illustrates haw you function in your job.
Parts of some of the sentences are bracketed and identified by snail
letters. Place each letter designation of bracketed material beside the
numbered statement of your job function below which it most nearly
illustrates.)

1. Advise your Chief Executive on matters relating
to emergency preparedness.

2. Assist the departments of local government in the
development of their emergency operations plans.

Coordinate the integration ofsthe resources of
agencies within the community into the emergency
operations planning of local government.

4. Coordinate with neighboring jurisdictions the
integration of all local emergency operations
plans into an area plan.

5 Coordinate with the departments of local govern-
ment the planning for emergency preparedness.
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II B. RELATIONSHIPS WITH STATE GOVERNMENT

FRPLME 12

In your relationships witt the State Civil Defense Office, your

function does not change. continue to act as a staff man in the
structure of local government. You coordinate emergency planning and
operations activities between the State Civil Defense Office and your
local government and keep your Chief Executive advised. This means that
you have to be knowledgeable in many areas.

For example, suppose you go to the President of a manufacturing
company in your local jurisdiction to discuss IN6.th him the possibil4ty
of using his buildings as public fallout shelters. He is reluctant to
cooperate. He is concerned that he would be liable for damages, if
someone in a shelter on his property got hurt. You reassure him, explain-
ing that specisi State legislation has been passed to protect him, so
that he is not liable.

In doing this you are coordinating emergency planning. You are also
demonstrating an important aspect of your relationship with your State
Overnment. The relationship is that, in functioning as a Civil Defense
Coordinator, you should: (Check the best response.)

push the need for fallout shelters and force the
companies within your local jurisdiction who have
suitable space available to cooperate in the State
fallout shelter program.

2. know what State lams affect the emergency planning
and operations of your local jurisdiction and then
apply those laws, as suitable.

request State representatives, the experts, to come
and explain State laws to your local citizens.



FRAME 13

As a local Civil Defense Coordinator, you are also responsible for
knowing what State Civil Defense guidance is available to youx local
jurisdiction and how it may be secured. The following situations are
examples of how you begin to learn what State guidance is yours for the
asking.

1. During your first morning on your new job, a man walks into your
office. He introduces himself as the State Civil Defense Area
Coordinator. He explains that he serves as an extension of the
State Civil Defense Office, resides in your geographical area,
and in your channel to the State Office. He talks Eo you for
several hours. He then gives you his telephone number and
address and asks that you get in touch with nim -if you have
questions or need help.

2. A friend who is a new local Civil Defense Coordinator in a
neighboring State visits you. You mention your State Area
Coordinator and describe the kinds of help you have gotten
from him. The friend is surprised, because his State does
not have State Area Coordinators. He tells you that he gets
the same kinds of help direct from the various people in his
State Civil Defense Office.

T'ese two situations illustrate that: (Check the best response.

1. if your State has State Area Coordinators, then
your State Area Coordinator is your channel to
the State and you go to him for help. If your
State does not have State Area Coordinators, you
go direct to your State Civil Defense Office for
help.

State Civil Defense Area Coordinators exist in
all States, and helping local Civil Defense
Coordinators is a part of their job.

the job of a State Civil Defense Area Coordinator
is operational in nature. This means a State Area
Coordinator has the responsibility to go into the
local jurisdictions in his area and set up their
emergency operations programs.



FRA3LE

You are interested in establishing a center from which your local
Lavernment can direct and control operations during an emergency. You
have received encouragement to do this from your State Area Coordinator.
He says that technical assistance is available for this purpose from the
Office of Civil Defense (0CD) Regional Office which serves your State.
Since it is part of his function to do so, the State Area Coordinator
contacts the Regional Office and sets up an appointment for you to
receive assistance.

The situation above illustrates that your State Area Coordinator is
your channel to the Federal level of civil defense: the OCD Regional
Cffice for your area. In other words, your contacts with Regional
representatives of the Office of Civil Defense are made through your
State Civil Defense Office.

(Check the example below which is consistent with the information
above on the way you relate to State and Federal civil defense.

1. You hear from the peron who was Civil Defense
Coordinator in your local jurisdiction before
you that there is Federal money available for
many kinds of local projects. You need infor-
mation and call direct to an OCD Regional
representative you have met.

2. You want to put Federal shelter supplies in
some family shelters in your jurisdiction.
The Civil Defense Coordinator of the county
which contains your jurisdiction says that,
under existing Federal regulations, family
shelters cannot be stocked with Federal
supplies. You call the OCD Regional Office
for your area requesting that an exception be
made in your case,

You hear that there is civil defense training
available through the OCD Regional Office. You
want to take some of the training and ask your
State Area Coordinator for information and
guidance.



FRAME 15

Let's look at another situation. You know that you have the respon-
sibility for coordinating the activities in your jurisdiction which have
to do with getting emergency or disaster information to the general
public. You have heard that there is such a thing as an Emergency
Broadcast System (EBS), bid you don't know exactly what it is. You
call your State Area Coordinator for information. He explains what
the EBS is. He describes the Federal and State roles in its establish-
ment and operLtion, and also what your responsibilities are with regard
to it. He guides you to material to read on the subject.- He interprets
for you the Federal and State policy on EBS. He helps you to understand
the procedures which you must follow in order to have one of the
broadcasting stations in your area designated as a part of the

(Check the rule below which most completely states the principle
illustrated by the situation above.)

1. Your State Area Coordinator helps you with the
actual operational coordination of your differ-
ent emergency operations programs, more than he
helps with advice and guidance.

2. Your State Area Coordinator assists you in
coordination activities only.

Your State Area Coordinator will give you
guidance in whatever area of your work that he
can, but especially in interpretation of
State and Federal policy, regulations, and
procedures.



FRAME 16

During his first visit to your office, the State Area Coordinatorgave you a manual prepared by your State Civil Defense Office. It was aguide which outlined the steps you should follow in coordinating theorganization of your local government for emergency operations. It alsocontained the Federal and State civil defense laws and a model local
civil defense ordinance. Your State Area Coordinator explained that thiswas only one example of the kinds of printed materials which the StateCivil Defense Office prepared for your State's local Coordinators. Headded that not all States have this particular kind cf a guide, but thatall States do furnish many printed guidance materials for their localCoordinators.

(Check the situations below (MORE THAN ONE) which are consistentwith this information on how State Civil Defense Offices operate withrespect to local Coordinators.)

1. A new Federal civil defense policy comes out on
the stocking of shelters. You call your State
Area Coordinator for assistance in interpreting
the policy. He tells you that he put in the
mail that morning a specia=1 Information Letter
to all local Coordinators which gave the State's
interpretation of the Federal policy, to serve
as guidance.

You regularly receive in the mail from the
State Civil Defense Office a numbered sequenceof memos containing information, guidance, and
statements of new policy.

You are told by the State Civil Defense Office
that Federal policy recommends that all counties
have a plan for making the best use of available
shelter by its citizens. Because the county for
which you are Coordinator has few shelters which
meet Federal standards, you ao not know how to
prep2re such a plan. You ask the State Civil
Defense Office for help. The answer is that
there are no guidance materials or assistance
available, but that this does not relieve youcf the responsibility to go ahead and prepare a
satisfactory plan on your own.



FRAME 17

So your State Areu Coordinator helps you to know and interpret for
the local jurisdiction the policies, regulations, and procedures set up
by the State Civil Defense OsTice. But ft is your responsibility to
see to it that you learn these things from him. They may either extend
or limit your operations, which is vitally important, especially in the
area of emergency operations.

Let's illustrate the point. Let's say your State, by policy, 'Pro-
vides assistance to local jurisdictions in times of emergency when local
resources are not adequate to handle any given problem. Then suppose
there is a disastrous flood in your jurisdiction. Now given these two
facts-a flood and availability of State assistance--one or the other of
the following situations could occur:

1. You know about the policy and you know the procedure for getting
help. You follow the procedure, requesting emergency water
pumps, hoses, and generators. The State, also following required
procedure, requests the equipment for you from the OCD Regional
Office, which has it available. The equipment reaches you
quickly,

2. You do not know about the policy, so you do not request help;
or you know about the policy but do not know how to proceed
to get the help. Either way, valuable time, property, and
perhaps even lives, are lost.

.(Check the situation below in which you would be functioning
properly according to the information above.)

1. A chemical plant explodes in your jurisdiction.
Disaster conditions prevail. You need emergency
vehicles and rescue equipment. You ask your Chief
Executive what should 'pe done.

. During a crippling ice storm, your jurisdiction
needs power line crews and road equipment. You
brief the Chief Executive on the situation and
advise him of the help which the State will pro-
vide. Following established procedures, you
request and receive the help.

Following a tornado, you are unable to move supplies
into your jurisdiction because the roads are blocked
You do net know whether help is available within
your State. You arrange for a chartered plane to
fly in supplies from a city in a neighboring State.
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FRAMS 18

Consider the following situations:

1. You need to have a shelter manager instructor trained. You
know the State policy and regulations governing who shall be
trained. Accordingly, you complete the necessary papers for
the person you select and forward the papers to tbe State Civil
Defense Office, following required procedures.

2. The Fire Chief of your jurisdiction hears that there is surplus
Federal property available for ivii defense purposes. He
suggests that some be obtained for his department. You explain
what really is available, according to State policy and pro-
cedures, and how a local jurisdiction goes about applying for
it.

Your Chief Executive agrees that your jurisdiction needs a
center from which emergency operations can be conducted, but he
doebn't see how the local government can finance one. You know
and explain to him the conditions prescribed by the State under
which Federal matching funds can be obtained for this purpose.

In the following statements, check the one which best describes the
principle illustrated by all of the situations above.

These situations teach only that you must know when
civil defense training is needed in your jurisdic-
tion and when Federal surplus property and Federal
funds are available.

2. These situations teach that it is your responsi-
bility to know what help of all kinds is available
to your local jurisdiction by way of your State
Civil Defense Office, and you must be able to
explain and apply the policies, regulations, and
procedures which control the receiving of that
help.

. These situations teach that it is your responsi-
bility to have a representative from the State
Civil Defense Office come in to explain State civil
defense policy and procedures to your local govern-
ment officials, whether the area in question is
training, surplus property, or financial assistance.



IT.C. RELATIONSHIPS WITH FEDERAL GOVERNMENT.

FRAME 19

Consider the following situation. You have a copy of the Federal
Cl Defense Guide (FCDG). Periodically, you receive changes for it in
the mail, direct from the Office of Civil Defense. Among other things,
the FCDG describes Federal civil defense programs which provide financial
assistance to certain local jurisdictions. You want some of this assist-
ance for your jurisdiction. You call your State Area Coordinator, asking
permission to contact the OCD Regional Office to get an interpretation
of the requirements for qualifying for the assistance. He says not to
contact the Regional Office. The State Civil Defense Office has prepared
printed instructions on this to help local Coordinators. You will under-
stand the whole area when you read this material, which has been mailed.
Ths State Area Coordinator tells you that your application mustgo
IL/22a12_2421_1222111y212x the State Civil Defense Office.

(Check the rules below--MORE THAN ONE--which describe how you func-
tion with regard tu the Federal and State levels of civil defense as
illustrated in the situation above.)

1. Your relationship with the Federal level of civil
defense is usually an indirect one, channeled
through the State Civil Defense Office.

2. Some printed materials are mailed to you by the
Office of Civil Defense, and this is one direct
relationship which you have with the Federal level
of civil defense.

3. The State Civil Defense Office always relies on
the printed material provided by the Office of
Civil Defense to give local juivisdictions all of
the guidance they need.

4. In trying to get Federal financial assistance for
your local jurisdiction, you are demonstrating
one of the ways you function as a staff man to
your Chief Executive--by serving as liaison between
the Federal and State governments and your local
government.



FRAME 20

(As a Civil Defense Coordinator in which situation below did you take
the correct and complete actions required? Check your answer in each
case.)

A city lying just across the State line but still close to your
jurisdiction is truck by a tornado. There is no communications
capability left operating in the city. You feel you should help,
since your mobile civil defense communications equipment is the
very finest in the area. You secure the permission of your Chief
Executive. You do not contact your County or Sttte Civil Defense
Offices, but pack your equipment into trucks and leave at once.
Did you take the correct and complete action throughout this
situation? Yes No.

2. Your local civil defense budget has been increased. You are free
to hire an assistant. You know that sometimes the Federal Govern-
ment matches local funds for the salaries of civil defense person-
nel. You have learned that your Area Coordinator gives local
,,00rdinators guidance, so you ask him for help. He interprets
the Federal regulations for you and tells you the prospective
employee must pass an examination because he is required to be
under State Civil Service regulations. Also, you have to fill
out some required papers and send them through the State Civil
Defense Office to the OCD Regional Office for approval. You fill
out the papers and send them in. They are approved. The prospec-
tive employee takes the exam. Badly needing money, and sure that
he will pass the examination, he requests that you put him on the
payroll while you wait for the results from the examination. You
refuse. He takes a job same place else, and you Iose a valuable
employee. Did you take the right steps all the way through this
situation? Yes. No.

You receive the Federal Civil Defense Guide through the mail direct
from the Office of Civil Defense Headquarters. Changes for this
FCDG come to you from time to time. However, after a few -weeks you
discover that other Coordinators have parts which you have not
received. You call the Office of Civil Defense Headqunrters direct
and ask why you are not getting the FCDC any more? Did you take the
correct action? Yes. No.



UNIT II--BEST RESPONSES

FRAME/RESPONSE FRAME RESPONSE

1. 3 17. 2

2. 2 18. 2

3. 2 19. 1

4. 1 2

5. 2 1.

6. 1 20. 1-no

7. 1 2-yes

8. 1

9. 3

10. 2

11. 1-b

2-d

3-c

4-e

5-a

12. 2

13. 1

14. 3

15. 3

16. 1

2
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THE CIVIL DEFENSE DIRECTOR COORDINATOR:
AN ORIENTATION TO TEE POSITION

UNIT II TEST

TEST TYPE: Multiple Choice

NUMBER OF QUESTIONS: 10

VALUE OF EACH QUESTION: 10 points

DIRECTIONS:

1. Locate your student number on the cover of this textbook.

2. Select an answer card from those included in your instructional
materials and enter your name, address, zip code, STUDENT
NUMBER and UNIT NUMBER in the spaces provided on the card.

3. Each test question is followed by four possible responses.
The questions are designed so that more than one of the
four possible responses may appear bo be correct. However,
in each question there is one response which is better than
the other three. Select the one (ONLY ONE) which best
answers the question. Make your selection on the basis of
information given in Unit II, not on the basis of your local

tuation.

4. Mark the answer you have selected on the answer card, using
a soft lead pencil. Make a heavy mark completely covering
the space between the lines of the answer you select For
example, if your answer for the first question were "- "

you would mark the answer card as follows:

1.

5. Mail the completed answer card; it is self-addressed
postage paid.



1. Which of the situations below best illustrates your position of staff
in your local government?Man

You direct the department heads to be at an emergency
operations planning meeting.

b. You advise your Chief Executive of the need for an emergency
operatiOns planning meeting of department heads and giNe him
a MeMo for his signature which he can use to call such a
meeting.

c. When you feel an emergency operations planning meeting is
needed, you tell your Chief Executive to call it.

d. You tell the Fire Chief that somebody ought to get the
department heads together for a meeting on the emergency
operations plan.

2. Your jurisdiction needs an emergency operations plan. Select the
statement below which best shows how you should function in this
situation.

a. You study the situation, decide what would have to be done,
and write the plan.

b. You direct the department heads to write such a plan for
their departments.

c. You work with and coordinate the efforts of the departments
involved in developing such a plan.

d. You wait for your Chief Executive to take the initiative.



You are a new Civil Defense Coordinator. A concerned parent calls

aad asks you to do some'ing about making local school authorities

develop disaster plans to protect the pupils in emergencies which

occur during school hours. In your position as a staff man, your

best response would be to thank the parent for calling and then you

would:

a. call the school superintendent and tell him to draw up such plans.

b. advise your Chief Executive to contact the head of the local

,I;chool board, directing him to develop such plans.

c. advise your Chief Executive to contact the head of the local

school board and the State agencies involved, encouraging

them to develop such plpns and offering your assistance.

explain to him that you are sure the local school aut'orities

must have plans for operations in case of anergencies, bUt

probably the plan3 have not been publicized sufficiently.

You plan to take further action sometime in the future.

4, A neighboring Civil Defense Coordinator cans and asks for medical

supplies. for his community because of a disaster. He asks for an

immerliate decision on the phone, even though there is no mutual

aid pact between your jurisdictions. Your best action would be to

tell him that you will:

a. send the supplies at once.

b. take it up with your local government during their earliest

scheduled executive session, for official action.

C. find out what can be done, but you think that all of your emer-

gency supplies are stocked in shelters from which you are sure

they cannot be moved without sone kind of official action.

d. advise your Chief Executive of his request at once; meanwhile,

he should have his Chief Executive contact yOUTS.
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A neighboring county has a surplus of shelters. The county for which
you are Coordinator has too few. You feel the two jurisdictions
should pool their shelter spaces. Your best action would be to:

a. secure the agreement of the neighboring County Coordinator,
decide between you how the shelter spaces should be nllocated,
and write up a mutual aid pact accordingly.

b. work with the neighboring County Coordinator to secure the
agreement of your Chief Executives for the two of you to draft
a mutur,a aid pact.

c. write up a draft mutual aid pact for pooling of the shelters
and meet with the neighboring County Coordinator and his Chief
Executive to sell them on the idea; then advise your Chief
Executive of what you have done.

d. analze the idea first, and then dismiss it from your mind if it
appears to offer so many difficulties that you feel the neighbor-
ing county would never agree to the arrangement.

6. Your State has an emergency operations plan which ha been signed by
the Governor, making it law. It describes the plan,3 which will be
made and the actions which will be taken, by the State and local
jurisdictions, to cope with emergencies. As a local Coordinator,
the most important reason why you should know the provisions of the
law is to be able to:

a. decide whether it can be enforced as far as your local juris-
diction is concerned, and if so, how.

b. advise your Chief Executive on whether or not the requirements
placed on your jurisdiction are reasonable.

c. make recommendations which will conform to it.

d. advise your Chief Executive on haw he can by-pass those require-
ments with which he disagrees.



7. You feel your jurisdiction should plan now for the immediate actions
it would take if a tense international situation should quickly
develop. You know that your State Civil Defense Office has an
exercise which loop] jurisdictions may use to test how prepared they
are for such actions. The best thing for you to do in this connec-
tion would be to:

request your State Area Coordinator to contact your Chief Execu-
tive and advise him to run such an exercise to test your juris-
diction's capabiaity.

b. request your State Area Coordinator to contact the OCD Regional
Office, which developed the exercise, asking that someone from
the Region advise your Chief Executive to put on such an
exercise.

c. analyze whether the exercise is suitable for your local situation
and advise your Chief Executive, so that he can decide whether to
have the exercise.

d. analyze whether the exercise is suitable for your jurisdiction
and., if so, request your State Area Coordinator to conduct one
for you.

8. You decide to apply for Federal financial assistance for your
jurisdiction. You k?Iow that your application has to be approved
by the State Civil Defense Office. You also have a memq from the
State which says that those jurisdictions complying with the Federal
standards for local civil defense orograms will receive priority
attention from the State in the processing of their api,lications.
What item below best states the local, State and Federal relation-
ships illustrated by this situation?

a. Local jurisdictions apply for Federal financial assistance
direct from the Federal Government.

The applications for Federal financial assistance made by all
local jurisdictions receive equal consideration from State
governments.

c. State and Federal governments operate independently as far as
standards for local civil defense programs are concerned.

d. The State Civil Defense Office controls the process used by
local jurisdictions in applying for Federal financial assistance.
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9. During a hurricane which struck the southern part of the United
States, one city suffered over a billion dollars in damage. They
badly needed the State to help them financially in recovering from
the effects of the storm. As a good staff man, what steps should
you take with respect to State financial help in such a situation?

You should have a standing operating procedure in your emer-
gency operations plan to cover such a situation, and you should
follow it.

b. You should first consult Public Law 920 to make sure that the
State will be able to assist you.

c. You should first call the Treasurer of your local jurisdiction
to have him estimate the damage and encourage him to contact
the State.

d. Yaa should check your local ordinance in order to see whether
it conforms to State law with respect to State assistance.

10. In one State, by law, all jurisdictions below the county level are
requi=d to communicate with the State level of civil defense
through the County Civil Defense Office. Not all States have such
a law. This illustrates what you have learned in this course, that
is:

a. State civil defense laws vary from State to State.

b. some State civil defense laws ave directive where the local
jurisdictions are concerned.

c. you should knaw what city-county relationships are required by
your State civil defense law.

all of the points given in a, b and c.
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UNIT III. THE JOB: WHAT AEE THE MAJOR CAGORLS OF WORK IN WHICH
I WILL BE INVOLVED?

A. The work of the Civil Defense Coordinator falls into five major
categories.

1. Emergency operations. (Frames 1-14)

a. In four general types of emergency situations.

(1) Nuclear disaster.

(2) Natural disaster.

3) Man-made disaster, including civil disturbances.

(4) Major emergencies.

b. Through organizing and planning.

(1) Developing and maintaining a facility for use as an
emergency operating center (EOC), including essential
communications equipment.

(2) Developing a means of warning the people.

(3) Coordinating the development of adequate and compre-
hensive emergency operations plans by local government
departments and ocher organizations within the local
jurisdictions.

(4) Advising on the execution of emergency operations by
local government staff, community groups, and
individuals.

(5) Collecting and maintaining information on resources,
services, and facilities within the jurisdiction for
use in emergency situations.

6 Developing and preparing materials for local emer-
gency operations programs.

The fallout shelter program. (Frar::.es 15-26)

Planning for shelter use.

(1) Locating licensing and marking.
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Making physical arrangements for necessary food,

clothing, sanitary facilities, equipment, etc., at

various shelter sites.

(3 ) Providing guidance for developmwit of shelter manage-

ment plans.

b. Arranging for inspection of buildings as possible

shelter sites and recommending needed modifications to

increase the protectior factor or shelter capacity.

Staffing and training for emergency operations. (Frames 27-34)

a. Arranging for staff for the shelters, the EOC, radiological
defense positions, and all other emergency operations units,

as required.

b. Arranging for a training program for all emergency operations

personnel, as required, with special attention to areas unique

to civil defense, such as radiological defense and shelter

management.

c. Designing and conducting stmulation exerci.es to test plans

and train the emergency operations staff.

d. Maintaining, as possible, a current list of names, addresses,

phone numbers, and skills, of all emergency operations

personnel.

4. Information to the public and community groups on emergency

operations plans and needs. (Frames 35-42

a. By means of various information media (newspapers, radios,
TV), personal appearances, and public officials conferences.

b. On what the warning signals are.

c. On what to do and where to go when the warning sounds.

d. On vlaab support the citizens can give to emergency operations.

5. Coordination of the local government's emergency operations plans

with those of other nearby local jurisdictions. (Frames 43-46)



a. To implement an area concept of emergency operations.

o. To meet State Civil Defense requirements.

B. The work of the Civil Defense Coordinator also includes over-all
administrative tasks related to all aspects of his function.

1. Managing the civil defense office. (Frames 47-53)

2. Preparing a Program Paper. (Frames 54-60)

3. Preparing and presenting a budget. (Frame 61)

4. Procuring and controlling disposition and use of civil_
defense materials and equipment. (Frames 62, 63)

Arranging for local government eligibility to obtain surplus
property or Federal financial assistance for civil defense
purposes. (Frames 64-70

(SUGGESTED BREAKS: FRAMES 26 AND 46.)
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UNIT III. THE JOB: WHAT ARE THE MAJOR CATEGORIES OF WORK IN WHICH

I WILL BE INVOLVED?

The functions of a Civil Defense Coordinator do not appear to

differ greatly from one jurisdictional type to another. Essentially,

Coordinators do much the same kinds of things regardless of the size or

type of their community. The work is simply more complex and broader

in scope in some of those communities than in others.

As a Civil Defense Coordinator, you are a member of a growing

field which requires professional skills--whether you work full time

or part time, whether you are paid or a volunteer. In fulfilling your

sponsibilities you will be involved in cerafn areas of work with

spe ific associated tasks which are unique to your position. You will

also perform other general administrative tasks.

Unit III of this course will acquaint you with:

1. five major categories of your work and a nuMber of duties

associated with those different categories; plus

2. additional administrative tasks relating to all aspects of

your job.



III.A.1.a. EMERGENCY OPERATIONS: THE TYPES OF EMERGENCIES.

FRAME 1

You have learned earlier in this course that you work with the

departments of your local government in planning for and operating in

an emergency. SuPpose that you are the new Civil Defense Coordinator

for the county. One day the County Sheriff walks into your office.

"My friend," he says, "you talk about our government being able to

operate in an emergency. Let me ask you, what is the worst emergency

we cou/d have?"

You reply: (Check the best response.

1 "A nuclear attack, because it threatens not only

our county but the very life of the Nation, and

where w uld our coUnty be if the rett of the Nation

ceased to exist?"

"A natural disaster, sUch as a widespread, major

flood inour St te or several States."

"A -made disaster, such as a riot in our county.



FRAME 2

The Sheriff continues his line of thought. "OK, he goes on, "so

a nuclear attack is the worst threat, you say. But suppose that in

the spring that LeBlanc River across the road there threatens to flood

this whole valley, the entire southeastern part of the State. Then

what is our worst threat in the county?"

-You reply: (Check the best response.

1. that nuclear disaster is no longer a threat.

_2. that natural disaster--the flood--is now the

more immediate threat.

3. that as he well knows, the LeBlanc River

floods only on the average of once every 25

years, so you wouldn't be very concerned over

the .

threat of a flood.
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FRAME 3

The Sheriff doesn't give up easily. "And more than that," he

says, "we don't have to wait for nature to drown us out, or an enemy

to blast us out. What if we have something caused by man, like a

riot, with burning, looting, beating, shooting? Is that a disaster, a

m jor threat, to you civil defense people or isn't it?"

You reply, "Yes, such a riot would be a di' ster and: Check the

best response.)

1. since riots would probably involve Federal

troops, our local government doesn't have to

be concerned about them."

2. we really have no way in our county to prepare

ourselves for coping with such a situation."

3. we must be prepared for all disasters--riots,

bombs, floods. We must also be prepared for

situations -which cannot really be classed as

disasters, but are just major emergencies, like

airplane crashes and train wrecks."
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FRAME

The phone rings and the Sheriff is called

return and finish the conversation later.

what has been said.

Sheriff have really

situations which yo

They are:

away, Promising to

You sit thinking about

As you think, you realize

identified the four general

ur local government might be

that you and the

types of emergency

called upon to face.
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III.A.1.b. EMERGENCY OPERATIONS: ORGANIZING AND PLANNING.

FROM 5

A few days after your talk with the Sheriff, he and a County Com-
missioner pay you a visit. The Commissioner begins to ask you ques-
tions about disasters and emergencies. You tell him that, as you see
it, your local government must prepare to cope with four general kinds
of emergency situations:

Nuclear disasters, the greatest disaster for the Nation as a
whole.

2. Natural disasters, whichever ones may be a threat to your
county particularly.

Man-made disasters, such as widespread riots and fires raging
out of control.

4. Major emergencies, such as industrial accidents or explosions,
serious train wrecks, or airplane crashes.

The Commissioner replies "Well, the area of emergency operations
is one in which you have major responsibility. So what do you see
as being the first kind of work involved in getting our local government
ready for emergency operations?"

You reply: (Check the most comPlete response.

1. "Our primary activity at first will:be assigning
people to jobs which they would do in an emer-
gency and making them do the jobs."

"Our primary activity at first will be linisg_m
all of the volunteers we can get in our locality.'

"Our primary activity at first will be organizing
and planning to assure that we are ready to operate
when an emergency strikes.
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III.A.l.b.(l). 7 7gency Qperations (Emergency Qperating Center and

CGmmunications Equipment).

FRAME 6

You continue the conversation vlth the Commissioner and Sheriff,

saying, "In fact I have been thinking about the or gan±zig and planning

we will have to do. I have wondered what we should do first, what we

will need the most. I have decided that in a disaster what our

government will need more than anything else to conduct emergency

operations will be: (Check the best response.)

I. a center where all the key officials can be lo-
cated, where information from all over the county

can come in. Primarily, this would be an operating
ceAter from which the officials would give

directions and control operations."

instructions from the State on what to do first,

details on exactly how we should proceed, when to

get started; because the State is responsible to

see that we are protected, and State officials
should do the planning for us."

enough trucks, cars, boats, or whatever kind of
transportation is needed to carry people and
equipment wherever they want to go when the

emergency strikes."

84



F RAME 7

The Sheriff and Commissioner agree with you that an Emergency
Operating Center (EOC) for direction and control purposes is the
most important first step. But then the Sheriff reminds you that
such a project was shelved by the county sone time back because of
the high cost. You suggest the possibility of putting the EOC right
there in the basement of the County 9uilding where you are talking,
since you have found from the National Fallout Shelter Survey that the
basement has good fallout protection. This would eliminate building a
new EOC.

The Commissioner asks, "What good will an Emergency Operating
Center be without communications equipment, a way to get all of this
information into the EOC or of getting the directions from the
officials out? I think our second step, providing we can get the
County Board of Commissioners to agree on an EOC here in the basement,
is to: (Check the best response

1. establish a coding system that we will use in our
emergency communications. Then we need to train
people who will not be in the EOC on the use of
the code to send information in to the EOC."

2. analyze what kinds ef equipment we will need
to communicate with people outside the EOC. We
need to plan for enough radios, telephones, etc.,
here in the EOC, in cur emergency vehicles, or
wherever else we need them. In this, we can use
equipment we already have and plan to systemati-
cally add to it as ve are able--if more is
required."

plan for adequate office equipment such as
typewriters, dictaphone machines, etc., so
that we can be sure we will have the means of
getting directives out into the area. In this,
we w111 use equipment we already have and get
more as necesaary."
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III.A.1.b 2). Emergency Operations Warning System

FRPLME 8

You have 1,come a little uneasy because you sense that the Sheriff
is somewhat less than optimistic in his reaction to the conversation.
Your uneasiness increases when he abruptly says, "So you get an EOC

and plenty of communications equipment. Do you plan to get the govern-
ment men into the EOC and call everybody up on the telephone to say
that a tornado or a bomb is five minutes away--providing you could

even get the officials in here in time, which T doubt."

The Commissioner answers this one for you. He say : (Check the

best response.

1. "We will have to get a warning system--warn
the people by means of sirens on buildings,
fire stations and trucks, police cars, aMbu-
lances, through mass media, any way we can.
That would be our next project."

2. "Warning the people is not that difficult, LD
crucial. We really don't have to put any
kind of priority on warning, because every-
body listens to the radio or watches televisioD
We have to put first things first."

"When the time comes to let people know a
disaster is about to strike, we vill find
same way of letting them know."
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III.A.l.b ( . Emergency Operations (Plans

FRAME 9

The Sheriff is called out on another emergency. He leaves, saying
something under his breath about being thankfUl that one Commissioner
at least agrees with him that nothing you can do about emergency opera-
tions makes much sense if you don't get some equipment and install a
1.TxliAng system. After Le has gone, you tell the Commissioner that the
Sheriff is taking a new attitude toward emergency operations. Before
the flood of a year ago he wouldn't listen to anyone's ideas on plan-
ning for disasters. He felt that other people were trying to do his
job. Then when the flood came, he wouldn't let the former Civil Defense
Coordinator out of his sight. He had found that disasters could not be
handled by an individual or any government department acting alone.
They required the services and coordinated effort of many government
departments and community groups, as well as that of indtviduals.

You tell the Commissioner that this brings up related point. At
the same time the county is doing this planning for an EOC and a warning
system it should be develo ing emergenc operations lans for county
government departments and for other private organizations within the
county. The Commissioner agrees, adding, "Someone has to lead out in
this and coordinate the development of the emergency operations plansfor the county. The person to do this should be: (Check the best
response.

l. the Sheriff, as top law enforcement official of
the county."

2. the Chairman of the County Board of Commissioners
as top government official in the county."

you, as County Civil Defense Coordinator, ac ing
as staff man for the County Commissioners in
their planning for emergency operations."

8 k.
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III.A.1.b. (4). Eme gency Operations Advi ing).

FRAME 10

You sort of think out loud about what the Commissioner has said:

"so I coordinate the development of emergency operations plans. If

this part of the Coordinator's jot had been understood by the department

heads of the County Government before the last flood, then the Sheriff

might have cooperated in the planning. He would then have known what

to do during the flood."

You go on to say that, as you see it the county Civil Defense

Coordinator should be in the EOC during a disaster, with the rest of

the county officials. His job at that time would be to advise the Chief

Executive and other overrment officials as required, on emergency

operations. In this he would: (Check the best response.

1. direct emergency vehicles in their operations,

such as ambulances, fire engines, and police

cars.

2. direct emergency personnel, such as policemen or

firemen, in their emergency duties, like making
sure-they take the best routes to the trouble

areas and go in the right numbers.

continue to act as a coordinating staff man,
making sure top officials have all significant
facts so that they can see major problems and

arrive at the best decisions.



III.A.1.b.(5). Emergency Operations (Resource Lists).

FRAME 11

The Commissioner sits thoughtfully for a time. "You know,"

finally remarks, "it isn't going to be any anall task. Just for an

example, suppose we had some kind of natural disaster which struck

suddenly in which we developed, say, a need for dump trucks. What do

we do? Should we not be able to go to: (Check the best response.)

the yellow pages of the phone book and try to
find out which people in the county have dump
trucks?"

a resource list we have already made up which
shows the services, facilities,:and equipment
available in the county for emergencies?"

samebod who has a dump truck and ask him
if he knows of any others?"
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III.A.1.b. 6 Emergency Qperations Printed Materials

FRAME 12

You tell the Commissioner that you have already begun compiling

resource lists, gathering from the deprrtments list of equipment and

other resources which the county has. You plan to file this information

on resources either in a small card file or in a loose-leaf`binder, so

that it can be updated easily.

At this point the phone rings. It is the Pre ident of the PTA of

an elementary school in the city where the County Building is located.

Because the city itself has no Civil Defense Coordinator, he is calling

you, the County Coordinator. He asks if you have any publications on

what people should do in case of a disaster in the community. He wants

the materials to use in PTA activities. You tell him that: (Check the

best response.)

each organization within the county must take the
responsibility for preparing it& awn emergency
operations materials. You would be glad to help
the PTA but the pressures of your job make it
*possible.

2. you believe that someone in the County Government
has the responsibility to see that emergency
operations materials are prepared, including thoEe
for public information. You think the Secretary
for the County Board of Commissioners can tell
him Who that person is

it is part of your job to see that written
materials for the coun ency operations
prorams are developed and prepared, including
those for public information. Right now you
are in the process of getting out a handbook for
citizens on the county's plans for handling
disasters. It is called Your Disaster Plan,
and the PTA should find it usefUl.
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FRAME 13

Turning from the phone, you explain to the Commissioner what the

call was about. He smiles as he rises to go. "We have had a profitable

talk here together," he remarks. "Would it be possible for you to draft

up a summary of what we have said? Include the telephone request, too.

Bring the stmmary with you to the Commission meeting Wednesday night, so

that we may discuss it with all of the Commissioners. It will help

them to understand better why we need a Civil Defense Coordinator."

You agree. After he has gone, you quickly list the areas of emer-

gency operations which the two of you had discussed. You find that,

under the general heading of organizing and planning for emergency

operations, you had talked about six different task areas for which you

have major responsibility. They were: (If necessary, review frames

6-12.)

1.

2.

3.

4.

5.



FRAME 14

(Below are six job tasks which cover responsibilities you have in
emergency operations. Place the number of one of these tasks in each
of the blanks before the situations which follow them.

Joo Tasks

1. Coordinate development of
an emergency operating center.

2. Coordinate development of a
warning system.
Coorainate development of an
emergency operations plan.

Situations

5.

6.

Coordinate development and
preparation of written in-
formation materials on
emergency operations
programs.
Collect and maintain in-
formation on resources
available in emergencies.
Advise on actual opera-
tions during a aisaster.

You discuss with the school board of a city in your county the
possibility of installing sirens on the school buildings.

During a severe blizzard when many people in your county are
isolated unexpectedly, the Chairman of your County Commi sion
asks for your advice on what should be done first.

-After a tornado, the Chairman of the County Commission asks you
whether there are any bulldozers which are regularly located at
the stricken area, and if so, where.

A citizen of your county wants to teach her children what they
should do in case of a disaster. She asks whether you have any
reading material to guide her in this.

You advise your Chief Executive to call a meeting of all department
----heads to discuss the need for a central place with communications

equipment where key officials can be located for direction and
control purposes during a disaster.

You attend a Meeting between the Sheriff, the Chief of the Health
Department, and others in your county, on the procedures they
plan to follow in caring for the injured in an emergency.



111.A.2. THE FALLOUT SHELTER PROGRAM

FRAME 15

During the course of planning for the presentation to the County

Commissioners on emergency operations, you make a visit to your State

Civil Defense Office. You are interested in getting some guidance on

an EOC for the county. You briefly outline for the State Operations

Officer the things you have been considering with regard to organizing

planning for emergency operations in your county.

The Operations Officer makes encouraging ramarks about your rep rt,

but then he inquires, "Have you had time since you took over this job

to find out what the fallout shelter situation is in your county?"

You explain that: (Check the best response.

1. your County Commissioners are not interested in
the National Fallout Shelter Program, and you do
not see that there is anything you can do about
promoting it.

2. you feel that the chances of a nuclear atta-
so mnall that you don't intend to put much
emphasis on fallout shelters.

soon you are going to study the computer print-
outs from the National Fallout Shelter Survey
which show where all of the shelters in the
cities of your county are located.
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III.A.2.a.(1). The Fallout Shelter Program (Locating, Licensing,
Marking

FRAME 16

The State Operations Officer says that being familiar with what

shelter spaces are available in your county and planning to make the

best use of them for protection of the citizens is an important part of

your job. The computer printouts do show those in existence at the time

the survey was made, but any buildings built since then will have to enter

into your planning, also. The Operations Officer explains that these

new buildings will require a special survey. You should locate them

and then contact him. Updating surveys are made on a prio ity basis,

and he promises to do what he can to help get one for you. In fact

when you are a little better acquainted with your job he will go over

all of the detai s of these updating surveys and of community shelter

planning with you.

Thinking of what action you should t e now, yau answer, "I guess:

(Check the best response.)

1. all I need to do now is locate some buildings and
tell you where they are."

2. I should see the owners first, get their per-
mission to have the buildings surveyed, and
then give you the addresses."

there won't be many new buildings, and since I
mm so busy already with all of this emergency
operations planning, I won't try to round up
more fallout shelters."

911.



FRAME 17

The Operations Officer commends you on seeing the need to visit

the building owners, since personal visits always seen to get the best

results and you do need an owner's permission to make a special survey.

At this point you ask, "What if I find that the county doesn't have

enough shelters located, even with the special surveys. Shouldn't

also check those buildings which haven't any shelte s in them, to see

whether they could be modified, like providing some means of ventila-

tion, so that they could be used as shelters?"

He replies that: (Check the best response.

you are right on the ball because many buildings
do not have a good enough protection factor to be
used as shelters, yet some simple inexpensive
things can be done which will make the protection
factor adequate. Or other things can be done
which will increase the shelter capacity.

2. you are too idealistic if you think building
owners will not only let you use the space as
shelters, but will also go to the expense of
modifying the building as well.

you could prdbably do this kind of thing, but it
really wouldn't yield enough return in additional
shelter spaces to be worth the extra headache and
work it would require.

96



FRAME 18

"More that that," the Qperations Officer adds, "if you learn of

new buildings that are to go up, you can contact the owners about in-

corporating fallout shelter in those buildings through the use of

slanting techniques."

When you ask what "slanting techniques" are, he explains:

(Check the correct response.)

1. "Ways to design roofs and place them on
buildings, at little cost."

2. "Ways to increase the fallout protection
features of buildings as they are being
built, at little cost."

"Ways to level the ground site upon which
new buildings are to be placed, at little cost."
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FRAME 19

The Operations Officer assures you that the Office of Civil Defense

has a program which provides professional assistance to building owners

on the use of 'slanting techniques. He promises to give you more in-

formation on this whenever you need it. The important thing for the

present is that you know what the program is and where to go to learn

more about it.

Then the Operations Officer says, "Right now, let's discuss shelter

licensing. All of those buildings in your county which the National

Survey shows have adequate space in them for public fallout shelt9rs

need td, be licensed as shelters."

You tell him this is one civil defense program which you know about.

A friend of yours has a building in a neighboring county. The Civil

Defense Coordinator there had asked him to license it as a public fallout

shelter. This meant that your friend, as owner, had to sign a form

which: Check the best response.)

1. went to all of his building tenants requesting
them to cooperate in civil defense.

2 went to the Public Works Department with informa-
tion on what utilities are available in his
building.

was an agreement saying that certain space in
his building could be used as a public fallout
shelter.

97 9-8



FRAME 20

More than that, you went on to tell the Operations Officer, your

friend said he had to agree that signs could be posted on the building.

They were signs which let the public know the building had an authorized

shelter and where the shelter was in the building. It was clear to you

that marking buildings in this way was a part of:

(Check the best response.)

1. the shelter marking program.

P. the legal obligation of all citizens in a
community.

the details which seemed to be designed just
to make your job more difficult.
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FRAME 21

The Operations OffIcer brings up another point by saying, "So you

will need to get these owners to sign a license that their buildings

maybe 1-sed as shelters. And you will want them to let you mark the

shelters and buildings with fallout shelter signs. Also, you want

them to agree to store necessary shelter supplies within the building.

Have you decided what method you will use to get them to agree to these

things?"

After thinking a moment, you reply that: (Check the best response.

you will write a form letter which explains to
them the nature of their duty as citizens.

2. a face-to-face visit is out of the question,
but you think a personal request from you via
newspapers in the area will do the job.

face-to-face visits with these oWners by you
and some people you can get to assist you, are
the best means to use.
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FRAME 22

"You are wise," the Operations Officer comments, "to decide on the

face-to-face visit again. In the long run this kind of contact will be

less work, because it yields better results in getting a job done and in

public relations. But your task will not be easy, even so. Here are

just a few examples of arguments against signing shelter licenses which

you will hear from owners:

1. There is not enough space in the building to use for storing
supplies, since shelter supplies take better than a cubic
foot of space per person sheltered,

2. They are going to remodel the building and do not have the
space now.

This is a new building and they don't want it defaced with
signs and supplies.

4. They have vital records stored where the shelter space is
located, and they are afraid the records will he harmed.

At this point you: (Check the best response.)

1. feel discouraged enough to resign as County Civil
Defense Coordinator.

2. tell the Operations Officer that you accept the
challenge; you will try to put yourself in the
owners' hoots and come up with creative sugges-
tions for the storing of shelter supplies.

begin to get angry with the Operations Officer
for pointing out these difficulties which lie
ahead of you, since this seems to be a negative
attitude on his part.
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III.A.2.a . The Fallout Shelter Program (Stocking).

FRAME 23

"Creative ideas for storing supplies are possible, if we put our

minds to solutions for the problem," the Operations Officer rontinues.

"For example, in one large office building I know of, the owners built

a storage platform several feet below the high ceiling of their base-

ment parking garage and kept slielter supplies there. By the way, in

this connection, do you plan to make the physical arrangements by

yourself for the necessary shelter supplies, clothing, sanitary facili-

ties, and equipment, at the various shelter sites in your county?"

This was another phase of your job which was new to you. You ask

the Operations Officer haw you should get this job done. He advises you

to: (Check the best response.)

1. arrange somehow to do it yourself, because even
though you are going to be very busy, if you
really want a job done right you have to do it
yourself.

2. require the owners to take the time from their
already crowded schedules to equip shelters for
the public.

select good shelter managers as quickly as
possible and then have them help equip the
shelters.
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FRAME 24

You think about getting shelter managers. You ask where you will

find good ones. The Operations Officer suggests that the best place te

look for them is among the management people who work in the buildings

where the shelters are located. Quickly you respond, suggesting that:

(Check the best response.)

1. management people will never take the time te do
anything about shelter management; they are too
highly paid to be able to spend the kind of time
required.

2. you would not feel comfortable contacting a
person of this kind and asking him to act as a
shelter manager, nor would you have the time.

you could talk with the building owners at the
time you visit them regarding the licensing of
their shelters, and ask them to pick shelter
managers from their awn managerial staffs.



III.A.2.a.(3). The Fallout Shelter ogre

FRAME 25

"Fine," the Operations Officer agrees.

Shelter Management Plans .

"These building owners

have already proved to you that they are interested in the program, by

allowing a shelter to be located in their buildings and by signing a

license. So they will work with you on selecting shelter managers.

And as we said, once you have your shelter managers, the managers help

you to equip and stodk the shelters to which they have been assigned."

He pauses thoughtfully and then continues, "Sorry, but there is still

more for you to do. These people must be t ained in shelter m age-

ment and they need help in developing shelter management plans."

"I understand," you reply. "Yeu mean that: (Check the best

response.)

1. not onlymust I see that they get trained but I
must work with them in the development of plans
for manag4ng their individual shelters."

2. I get the managers; but surely someone else in
the county government has responsibility for
training them and developing their shelter
plans."

I get the managers; but cannot the shelter
managers be encouraged to get trnining for
themselves and develop their own shelter
plans?"
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FRAME 26

At the dlose of your conversation with the Operations Officer, he
summarized the things you had discussed.

1. Location of shelters.
2. Licensing of shelters.
3. Marking of shelters.
4. Stocking and equipping of

shelters.
5. Using slanting techniques for

incorporatin'of shelter
in new buildings.

They mere:

6. Inspecting buildings to con-
sider improving their
shelter capabilities.

7. Selection of shelter managers.
8. Training of shelter managers.
9. Development of shelter

management plans.

Beside each situation below write the numbe
is most closely related to that situation.

the item above which

When school officials announce they are bUilding a new school
building, you suggest they include a fallout shelter in the
building, at mall extra cost.

A shelter manager asks you to help him plan how he will
organize his shelter.

You study the National Fallout Shelter Survey printout to find
which large buildings in your jurisdiction have suitable space
for shelters.

You Ask a building owner to sign an agreement to have his
building serve as a public fallout shelter.

The County Superintenant of Schools asks you how people 'will
know that a school building contains a designated public fall-
out shelter.

An owner of a building with a licensed shelter says he wants
one of his own staff to be manager.

Yaa go to inspect a large building and find it can shelter only
100 people, in spite of its size, because the ventilation in
the shelter area is poor.

-One individual you approach to serve as a shelter manager
refuses on the basis that he mould not know bow to do the job,
and you tell him you mill arrange for him to learn.

_One building owner puts cots and blankets in his shelLr.

(THIS IS A GOOD TIME TO TAKE A SHORT BREAK.
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III.A.3. STAFFING AND TRAINING FOR EMERGENCY OPERATIONS.

FRAME 27

As you are driving home after consulting with the State Cperations

Officer, you_ realize you have never thought before about being responsible

for the training of shelter managers. "OK, so I must see that they get

trained," you say to yourself. "But first we mill have to decide how many

me need, and get them to agree to taking the job, before I can know how

many need training and get them trained. I can now see that the training

mIll not end there. Surely other training for emergency operations mill

be needed. As the man my boss looks to for coordination of emergency

operatIons planning, I had better start talking mlth the heads of the

departments and get this organized."

With regard to training, you decide that one of the first things you

and the county departments need to do is: (Check the best response.)

1. outline all of the staffing which m111 be needed
for emergency operations in the county and then
decide on the training requirements.

2. remember not to be too concerned about training or
staffing requirements for the time being, since
who mIll do what and how is not the Important
thing in emergency operations.

. recruit and train as many people as possible in
all areas, whether or not there is a need for
them right now, since having large numbers of
people trained makes your program look good.
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FRAME 28

The next morning at your office you begin work on the staffing and

training needed for emergency operations. You decide the first step

in the process should be to: (Check the best response.)

1. decide what night the shelter management -training

class will be held.

2. identify the areas in which emergency operations

staff will be needed.,

3. call the Chairman of the County Commissioners

and ask whether he will be willing to serve in

the EOC.



FRAME 29

You begin the task of identifying what staff will be required

during emergency operations. You already know that, among other require-

ments, people will be needed to manage the shelters, to serve in radio-

logical defense positions, and to fill certain positions in the EOC.

You know about these jobs because they are among those for which you

are primarily responsible. You also think that probably a number of

the county departments win need additional people for emergency opera-

tions positions. This last area is pretty vague to you still. One

reason it is vague is because your -ounty has not yet decided on all

of the procedures it will follow when an emergency strikes. Yon realize

that the number of additional emergency staff people who will be needed,

and where, will be pinpointed better as: (Check the best response )

1. your county's emergency operations plans develop.

2. your State Civil Defense Office comes in to tell
you the details of haw you should operate in
your local situation.

. you get the latest Census figures on haw many
people there are in the county to be protected.



FRAME 30

Considering your training requirements further, you then think,

"As our emergency oper tions plans develop, and we begin to know just

how many people we need and where, we can then: (Check the best

response.)

1. urge those who are selected to go and get training

on their own."

2. train them all, whether they need it or not, so

that we are sure."

analyze who needs to be trained and in what."



FRAME 31

You are now beginning to get a better picture of the job which lies

ahead of you. Your friend, the County Commissioner, calls on the

phone. He says the Sheriff is irritated because he has heard you talk

about haw important it is to train additionR1 people, like auxiliary

deputies, since more of them will be needed in an emergency. The

Sheriff is beginning to think you are trying to take over his job.

You tell the Commissioner that you are sorry the Sheriff has that

idea, because just the opposite is true. As you see it,: (Check the

best response.)

1. you do arrange for and coordinate the special
kinds of training, like shelter management
training. On the other hand, the Fire Department
is best equipPed to train its own firemen, law
enforcement people are best equipped to train
their own officers, the Health Department to
train in medical self-help, and so on dawn the
line. You only coordinate and help as required.

2. the Sheriff will never go ahead and do what has
to be done, so you yourself will see to the
training of auxiliary law enforcement people who
are needed and see that the job is done right.
However, that Isn't "taking over" his job.

the Sheriff is a troUble maker who never really
wants to do anything and only stands around
criticizing others who do go ahead; therefore,
if you'must, you will ask the Sheriff in the
neighboring county to came in and train the
auxiliary law enforcement people.
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FRAME 32

The Commissioner asks you haw the people filling positions in the

EOC, people like the Commissioners themselves are going to know what

is expected of then should a disaster strike. When do they get trained?

You explain that your discussion with the State Operations Officer

answered this question for you. The Operations Officer suggested that,

when the county's emergency operations plan was completed, the county

officials: (Check the best response.)

1. should design and run exercises, using the EOC

and with you coordinating the effort. Such

exercises would test whether their emergency

operations plans worked and also would train

the emergency operations staff.

would not have to be trained, because the

plan would say what it was they were to do

during emergencies and they needed no pract ce.

would see that they were already trained,

because they-would do nothing in an emergency

that they did not do every day.

iii
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FRAME 33

Your secretary has overheard your side of the conversation with

the Commissioner. When you hang up the phone, she says, "If you are

going to coordinate an over-all staffing and training program for the

county emergency operations program, we should have some kind of a

record system for keeping traCk of it, shouldn't we?"

You tell her that: (Check the best response.

1. getting the people selected and trained is the

Important part, not keeping track of them,

because they will know whether they have been

trained or not.

2. keeping track of people is impossible, consider-

ing how they move around. You are going to

select and train so many people that there will

be no question about enough of them being

available when they are needed.

with her help, you will maintain as current a

list as possible of the names, addresses, phone

numbers assigned emergency jobs, and skills of

all emergency operations personnel.
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FRAME 34

So you have work to do in connection with staffing and training for

emergency operations. Below are some job tasks related to that work.

(Match the job tasks (1-6) you -have to do with the situation which
is an example of that part of your job.)

Job Tasks

1. Determine staffing
needs.

2. Determine training
needs.

Select individuals
serve in emergency
operations posts.

Situations

There is confusion in the minds
of the County Commissioners as
to how the EOC will function in
an emergency.

You enroll a man chosen to be
to a radiological monitor in a

radiological monitoring course.

4. Arrange for and
coordinate training
courses for emergency
operations staff.

5. Design and conduct
tests and exercises,
using the EOC.

6. Maintain personal
information file on
all people who have
emergency operations
jobs.

;You recruit a person to serve
as shelter manager in a large
office building.

You analyze haw many shelters
you have in the county and how
many shelter managers are
needed.

You ascertain howmany shelter
managers have already been
trained and haw many still
need to be-brained.

The County Radiological
Defense Officer calls your
secretary asking for the
telephone nuMber of the
Radiological Monitor for the
County Hospital.
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III.A.4. INFORMING THE PUBLIC.

FRAME 35

The County Commissioner's concern about the need for all of the

Commissioners to know what would be expected of them while they are in

the EOC makes you start giving serious thought to another whole area

of your work. Yon begin to realize that all community groups and all

citizens need information on emergency operations and that it is your

responsibility to see that they get such information. "For example,"

you reason to yourself, "we can install a top warning system, test it

regularly, have it working perfectly, and what good is it if: (Check

the best response.

1. we never have a need to use it?"

_2. same other county has a still better one?"

3. the people do not know what the warning signals

mean when they souud?"



FRAME 36

Continuing your quiet talk with yourself, you say: "And what good

is it for the people to know what the warning signals are if the

people don't (Check the best response.

1. use their telephone to call us when the warning

sign I sounds?"

2. know what to do and where to go when the warning

sounds?"

3. hear them once in a while?"



FRAME 37

Your secretary comes into the office at this time to pick up same

materials to be typed. She is preparing a first draft of the

"Introduction" to the handbook you are writing, Your Disaster Plan.

You tell her the thaughts you are having on your responsibility to

keep the public informed on county planning for onergency operations.

She mentions an interesting radio program she heard the day before

having to do with public information on emergency operations. Mr. Boons

The Civil Defense Coordinator for a large city in a neighboring county,

presented it.. He telled to the people about one of their responsi-

bilities as citizens. He told bhem: (Check the best response.)

the kinds of protective actions which they them-
selves have responsibility to take in various
emergencies and also in preparing for
emergencies.

2. that they have a respensibility to vote in the
Presidential elections, in order to preserve our
present form of government.

they should Pay their taxes and support their
local school system, so the citizens of tomorrow
might bc well educated and the democratic way
of life assured.



FRAME 38

You have not heard the radio program, so you question your secre-

tary about it. She tells you it is a five-minute program given by

Mr. Boons twice a week. He talks on such things as who has the main

responsibility for a school disaster plan; what the PTA Civil Defense

Chairman's role is; the things the people should do to prepare for

disaster, like knowing their local civil defense plan, enrolling in

Personal and Family Survival courses, and teaching their children what

the warning signals are. Or Mr. Boons gets other officials to be on

the program. The Fire Chlef talked on fire prevention; a Health

Department official talked on first aid; a man from a public utilities

company told what should be done with electrical and gas appliances

before the pe ple leave their homes to go to shelters.

As she tells you this, you make a mental note that: (Check the

best response.)

1. this is one aspect of your work which is already
being covered by someone else, so you won't have
to do anything about rlIblic information.

Mr. Boons is really taking something away from
your job by holding a radio program which is
heard in your area without even consulting you.

you will call on Mr. Boons at an early date;
since he has had so much civil defense experience
and you are new in your job, he will surely be
able to give you many good pointers on how to
inform the public.
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FRAME 39

That same day you receive another call from the PTA President.

Since there is still no Civil Defense Coordinator in his city, he asks

that you coe to his monthly PaA_ meeting and speak to the group about

the citizens' handbook which you said you were preparing Your Disaster

Plan. He wants the PTA members to get some iden of what the booklet

will contain and how they can use it.

You respond that you: (Check the best response.

1. will gladly came, because you know that appear-

ing before local organizations is one of your

best means for acquainting the public with the

county's emergency operatfons plans.

2. will come if he cannot get anyone else but the

pressures on you right at the present time are

pretty heavy and you really would prefer

postponing your appearance.

3. appreciate his asking you, but you are not

too good at speaking in public, so you are

going to have to refuse his request.
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FRAME 40

Later, when you are getting a drink at the water fountain in the

hall, the County Surveyor stops to talk with you. He has heard same

rumors about.a County EOC and that you are to make a presentation to

the County Commissioners on it in the near future. He warns you to be

careful what you say, because there are always reporters-from local

newspapers at the Commission meetings.

You reply that you are: (Check the best response

1, glad he has told you this because you will he

prepared to deal with any newspaper people

aad not give them anything to criticize.

sorry to hear this because you had wanted to

talk frankly to the County Commission, but now

you will probably have to alter what you in-

tended to say.

glad to hear this, because you can use this

opportunity to get a newspaper story on the

county's plans for emergency operations.



FRAME 41

The more you think about an over-all prOgram of information for

the public, the more you realize that you will have to use every

opportunity and every means if you are to keep people aware of the

emergency operations plans within the county. You talk about such a

public information program to a friend who is a doctor. He tells you

that his County Medical Society has found out one thing they need to

do any time they want to get an idea or a program across to the public.

That is, they need to make sure first they their own Society members

understand it and are behind it. He thinks the same thing would be true

in helping people to understand emergency operations, especially those

needed after a nuclear attack. You would have to be sure that leading

public officials in the county understood what the goals were and why

such goals were necessary. Then they would influence the public to

support the emergency operations pr gram.

The doctor suggests that you: (Check the best response.

1. send all public officials a form letter advising
them te take the initiative on their own to become
familiar with what the county needs to do in
emergency operations planning.

2. plan some short meetings throughout the county
for public officials, discussing with them the
need, the plans, and the important part they
can play in the plans.

have someone call the public officials in the
county on the phone, making it clear to them
that the citizens expect them to accept
responsibility for planning for emergency
operations.
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FRANE 42

(Match the public information methods below with the situations in

which you would use them to best advantage. There is a different

method for each situation given.)

Methods Situations

1. Neaspaper story or You want to tell the citizens

notice. of your county what to do to
prepare themselVes and their

2. Radio or TV program. families for emergencies, and
you want the information in a

3. Personal appearahces printed form they can keep.

(speeche

Booklets, pamphlets,
or separate sections
of newspaper.

5. Conference or
discussion groups.

You want to make a printed
announcement which will
reach the majority of the
citizens of your county on a
Personal and Family Survival
Course you are going to hold.

You want to explain to and
discuss with your local gov-
ernment offibials how opera-
tions following a nuclear
attack will differ from
operations after other
dir,asters.

You want to reach all of the
citizens of your county at a
regular time each week to pub
licize planning for emergency
operations, and you want to
do it "live."

You want to publicize your
county's emergency operations
program before Service Clubs,
PTA's, church groups, and
other organizations at their
regular meetings.
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III.A.5. COORDINATING WITH OTHER LOCAL JURISDICTIONS.

FRAME 43

The President of another PTA calls you. Though he lives in a dif-

ferent city from that of the first PTA, nevertheless, he has heard

good things about your speech before the first PTA. He wants you to

come and speak at one of his meetings also. However, his city has a

Civil Defense Coordinator. This puts you, as County Civil Defense

Coordinator, in an entirely different position. You do not want to

offend the Coordinator of their city and you do not want to offend the

President of the PTA. You decide the best thing for you to do is to

tell the caller that: (Check the best r ponse.)

since his city has a Civil Defense Coordinator, orou

suggest he be asked to give the speech. Then you

call the other Coordinator and alert him, explain-

ing the situation.

you will be glad bo make the speech, because you

are always looking for ways to promote planning

for emergency operations in the county.

you would be glad to make the speech, but you

are simply too busy at this particular time, so

you will have to refuse.
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FRAME 44

You referred the FTA representative to his own Civil Defense Coor-

dinator for these reasons:

1. In your particular State the State civil Defense Law makes it
clear that, even though you are Coordinator of Civil Defense
for the county and are supposed to work -with the cities and
towns in the county, you still have no authority within the
limits of any city or town which has its own Civil Defense
Coordinator.

2. You want to maintain good working relations with the Civil
Defense Coordinators in the local jurisdictions within your
county.

You want the people in that city to get to know their own
Civil Defense Coordinator better.

The items above are your reasons for suggesting that the FTA

President call his own Coordinator. Now, you were not required to call

the Coordinator also And explain the situation to him, but you did call

0,nd do just that. Why? (Check the best response.)

1. Because you are inclined to worry about things.

2. Because you wanted to waintain goad working

relations with him.

3. You had no reason for calling him.
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FRAME 45

The Civil Defense Coordinator of a neighboring county calls upon

you one day. He is promoting a cooperative effort, including written

agreements, whereby the various counties concerned with the metropolitan

area where your office is located will assist each other during a

disaster or emergency situation.

As you listen to what the Coordinator is sugges ing, you conclue-

that: (Check the best response.)

1. you do not want to recommend that your county get
involved in such a detailed, leg0 commitment,
because your county would have to assume too
much responsibility, and all the resources it has
available will be needed for its own operations.

2. your county should not be hasty in getting
involved in such a commitment, because it is so
much poorer than the other counties. Th0 plan
will probably be put into effect anyway and
yourcounty is bound to get fringe benefits
even though it does not cooperate in the effort.

you should recommend that your county take part
in this effort, because it will permit joining
with the others in pooling resources, services
and facilities, as needed. In the long run
this could be cheaper and safer for every
jurisdiction involved.
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FRAME 46

You decide that in your relationships with the cities within your

county and with other local jurisdictions outside your county, you can

get the most accomplished through using: (Check the best response.

the authority given you in your position as
County Civil Defense Coordinator.

2. diplomacy, tact, and cooperation.

You realize that written agreements with other counties for

mutual aid in times of disaster or emergency pl-e. (Check the best

response.)

1. one of the best means you have of assuring
organized protection for the citizens of your
county should a disaster strike which your
county does not have the resources to handle.

merely entangling legal alliances which are un-
necessary since Americans stand by each other
anyway when the chips are down.

You realize that the county is employing you, but that you

nevertheless: (Cheik the best response.)

1. are not responsible tr. the county government.

may have certain requirements laid upon you by
State civil defense law.

(THIS IS A GOOD TIME TO TARE A SHORT BREAK.)
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III.B.1. RELATED ADMINISTRATIVE TASKS: MANAGING THE CIVIL DEFENSE
OFFICE.

FRAME 47

You do make an early visit to Mr. Boons, the Civil Defense Coor-

dinator of a large city in a neighboring county. Though you go to see

him specifically about public information programs, the conversation

eventually covers many other areas of your work also.

"You know " Mr. Boons says, "I have found that the way a

Coordinator manages his office will probably do as much for his

reputation in the community and mlthin the local government departments

as anything else he does. For example, a simple thing like how your

secretary answers the phone makes an impression, good or bad. Suppose

a highly influential person in your county calls your office and asks

for you. If you are not in, how does your secretary respOnd?"

(Check below the best response for the secretary to make.

1. "I am sorry, but he is not in. I expect him

during the latter part of the morning. May I

have him call you?"

2. "He is not here. He is acro-- the street having

coffee."

3. "He is not here."
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FRAME 48

Mr. Boons continues: "Even such a seemingly simple detail as how

you arrange your office has an Important influence on people. To

illustrate, the reception you give,people who came into your office to

talk to you needs consideration. Even if you must share the office

with your secretary or someone else the furniture shoul&be placed

in such a way that you can: (rheck the best r sponse.)

1. have a clear view of the hall, so that you can

see the people who pass by as you taik."

2. have a chair for visitors near your desk, where

you can talk with some measure of privacy and

not be in the line of foot traffic."

3. fa e the wall in order to concentrate on the

conversation."
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FRAME 49

You tell Mr. Boons that it had not occurrbd to you before, but now

yau can see that little things like having a chair placed where a visitor

can talk with you and feel comfortable while doing so would make a

different impression on him than if he had to sit where people walked

between the twe of you as you talked. You have visited in offices where

the latter situation was the case, and you ramember that you were not at

ease.

"There are other things, too, about managing your office which have

a terrific impact on people who contact you," Mr. Boons adds. "Suppose

the County Director of the Red Cross and the Director of the County

Welfare Department come into your office asking for same shelter

statistics. You say you have the figuxes right at hand because you were

looking at thu just yesterday. They will leave with more respect for

you if you then: (Check the best response.)

1. begin seal.ching through a huge pile of papers

scattered on top of your desk, ev ntually finding

the statistics."

2. go to the file cabinet, pull out a folder marked

'Shelter Statistics,' and give tl,em the figures

they need."

3. begin searching through a huge pile of papers

scattered on top of your desk, but never find

the statistics."
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FRAME 50

Mr. Boons goes on to say, "Many people don't think of this, but

even how you handle your correspondence impresses others, one way or

another. Let's say you mere in need of same help from me and you wrote

asking me several questions. Would you have more respect for me if I:

(Check the best response.

1. an wered your letter at once but failed to answer

any of your questions ex ept one?"

did not take the time to answer your letter at

all, since it came at a time when I was

especially busy?"

. answered your letter at once, and gave courteous

helpfUl answers to all of your questions?"
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FRAME 51

"We can't possibly cover today all of the kinds of things in office

management which you will have to handle, and which will be important

to you in doing a good job," Mr. Boons concludes. "However, I hope

these examples we have used will help some."

As you get -up to leave, you thank him, saying that you: ,(Cheek

the best respon-

1. were now more aware haw seemingly little things

could influence people's confidence in you as

Coordinator, and you were also more aware of the

any things which managing your office included.

2. could not possibly hope to learn the things

which seem to be required of you in dealing with

the people in the community, if they are even

going to notice such details as how you manage

your office.

3. do appreciate what he has told you, but that

you cannot really see why it is anybody's

business how you manage your office, and that

is the basis upon which you propose to operate.
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FRAME 52

(Place the number of each, of the office management items below in
the blank before the situation which illustrates it. An item may be
used more than once.

Items Si ..,uatio

1. Preparing corres-
pondence.

2. Managing your office
staff.

Arranging your office.

4. Preparing reports.

5. Keeping records.

The State Civil Defense Office
asks you to send in periodic
reports on all of the people who
take civil defense courses in
your county.

A decision needs to be made as
to where a phone will be instnlled
in your office.

You answer a letter from the
Gray Ladies in one of your cities
which asks whether or not there
is anything their organization
can do in the emergency
operations program.

You keep a list of all key
emergency operations personnel.

You ask your secretary to be help-
ful to people who come into the
office.

You share an office with your
secretary and must decide where
to put the only file cabinet.

You write the Chairman of the
County Commission.
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FRAME 53

(Check the situations below which you think were handled correctly.)

1. The State Civil Defense Office asks you to send
in periodically the names and addresses of all
the people who take civil defense courses in
your county. You send the report, including only
the names because you did not get the addresses
from the instructor.

_2. A decision needs to be made as to where the sin-
gle phone will be installed in the office which
you share with your secretary. Yon decide on the
location by yourself.

A letter COM2S fram the Gray Ladies in one of
your cities, asking whether or not there is
anything their organization can do in the
emergency operations program. They have a Civil
Defense Coordinator in their city. You talk
with him about their request. He agrees to
contact them. You write the Gray Ladies, thank-
ing them and saying when their Coordinator will
call upon them.

You keep a current list of nal key emergency
operations personnel.

5. You request your secretary to be helpful to
people who came into the office but do not ex-
plain what you. mean.

6. You share an office with your secretary. You
place the only file cabinet beside your desk.
She gets whatever you need from the files for
you.

You follow the practice of regularly dictating
memos to your secretary for the officials who
are in the building where your office is located.
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III.B.2. RELATED ADMINISTRATIVE TASKS: THE PROGRAM PAPER.

FRAME 54

The very next morning after you had seen Mr. Boons you call him

d say, "I didn't know I would have to take you up on your offer of

further help so soon, but what in the wor10_ is a Program Paper?"

Nx. Boons chuckles understandingly, remarking that your morning

mail must have arrived, too with the letter from the State Civil

Defense Office notifying all local Coordinators that Program Papers are

due in the State Office in less than a month. You assure him that he

is right. Re tells you that the Program Paper is supposed to be used

to help you get your emergency operations program planned and organized.

It is a printed form developed by OCD to: (Check the best response.)

1. confuse local Civil Defense Coordinators.

2, list the agendas for the programs of voluntary

organizations within the countY.

. be used by local jurisdictions for planning

purposes.
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FRAKE 55

say.

"A printed foriu for planning purposes I don't under tand," you

"Well let's see if I can clear it up a little for you," he con-

tinues. "Suppose you have 50 shelters in a community. You study your

local situation and figure you need ten more. You think about how you

can develop them. You decide, say, that you can get a certain local

supermarket to improve some space they have, and a cartage company to

use a new warehouse they are building. Considering all possibilities

you feel pretty sure you can get five of the ten shelters developed

during the next fiscal year. Yon write this down on a paper in some

kind of systematic way. Well, what you have done essentially is:

(Check the best response.)

said where you are in your shelter program

where you want to go, and how far along the road

toward where you want to go you hope to get the

next fiscal year."

2. confused yourself more than ever, discouraged

yourself more than ever, and done nothing con-

stnictive."

3. performed a paper exercise which has no meaning

far you or for anyone else in your local juria-

diction."



FRAME 56

You tell Mr. Boons you can see how that kind of organized thinking

is useful, but what you can't see is how it relates to any printed form

called a Program Paper.

"Suppo " he goes on explaining, "you write your figures down, not

on just any piece of paper, but on a printed form which has organized

groupings of spaces where these kinds of figures go, and that printed

form is titled Program Paper. Now do you see the relationship

Mr. Boons tells you that the Program Paper isn't concerned with only

the location of shelters. There are places on the Program Paper for all

of your local emergency ooerations programs, such as the licensing,

marking, and stocking of shelters; communications; warning; and the

emergency operating center.

"Oh, I see," you reply, " hen I get all through completing the

Program Paper then I will have: Check the best response.)

1. one piece of paper which shows in an organized
way the goals we have for each of OUT emergency
operations programs, the current status, and
what we plan to accomplish during the next fiscal
year."

a lot of figures which might be interesting but
which won't really mean a thing to us here in
the county, not as far as the practical side of
getting our job done is concerned."

3. a piece of paper which is of no use to anyone,
except that we have met another requirement laid
on us by someone outside of our local juris-
diction."



FRAME 57

Mr. Boons agrees that the Program Paper will help you to think

through your entire emergency operations program in a systematic way.

It has also helped him in managing his time his effort, and his

resources.

"Speaking of esources," you ask, "how am I going to get all of

the little towns in my county to turn in Program Papers?"

Mr. Boons tells you that in some instances of which he knows the

State has each county turn In just one Program Paper which covers the

county and all of its political subdivisions. The nalier cities and

towns sometimes "piggy back" on the County Program Paper in this way

because they: (Check the best response.)

1. often do not have the staff and resources which

larger jurisdictions have, and therefore, they

need to pool their efforts with the county.

2. do not have a large enough populatiOn to warrant

preparation for emergency operations.

3. do not have the equipment required to fill out a

Program Paper.
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FRAME 58

You reflect on what has been said and then add, "Even if the

Program Paper is a good thing to have, I still cannot see why I have to

send it in to the State."

Mr. Boons replie- that most State civil defense laws throughout

the United States say that the State Civil Defense Office may require

reports, as necess y, fran the State's political subdivisions. Also,

the practical fact remains that the local Program Papers are one way

the: (Check the best response )

State Offices have cf demonstrating their

authority over the local jurisdictions.

2. Office of Civil Defense has of showing the

State and local jurisdictions who has the

most authority.

State and Federal civil defense offices get a

current total picture of how a State is pr

gressing in its preparations to cope with

emergencies.



FRAME 59

Mr. Boons also suggests that when you are ready to go to work on

the Program Paper for the first time you should: (Check the best

response.)

1. lock the door and consult with no one .

call in the Chairman of your County Board of

Commi sioners imd have him help with the

proj et.

call the State Civil Defence Office for assistance.



FRAME 60

(Check below the items which are true.

The Program Paper:

1. covers the Federal fiscal year.

2. is a printed letter.

3. is completed and sent in to the State Civil

Defense Office by local jurisdictions.

4. covers only the shelter program,

5. helps you to organize your planning.

6. must be prepared by every local jurisdiction In

the county, each separately from the other.

7. includes information on many emergency operations

programs.
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'11.3.3. RELATED ADMINISTRATIVE TASKS: PREPARING AND PRESENTING A
BUDGET.

FRAME 61

Mr. Boons then tells you he has an appoint:Jent in your city later

in the morning. He invites you to have lunch with him, at which time

he can discuss with you some other things he has thought of since

yesterday. At lunch he refers again to the Program Paper saying, "Yon

know, you mill learn more about this later, but one of the things you

will have to do is prepare a budget request and present it to your

County Board of Commissioner_ It isn't easy to get it all lined up,

knowwhat you need money for and why, and then present convincing

arguments to ju J.fy it to your Commissioners. A Program Paper helps

you in this because: (Cheek the best respons

1. you can let the Commissioners read the Program

Paper, and then you won't have to explain

anything."

2. having tholIght the whole program through in order

to put it in the Program Paper helps you to have

clearly outlined in your mind the reasons why you

need the funds you are requesting."

an official from the State Office has prepared it

and the Commissioners will think that an outsider

knows better than you do what the County needs."
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I_1.9.4. RELATED ADMINISTRATIVE TASKS: PROCUREMENT AND DISPOSITION
OF CIVIL DEFENSE MATERIALS AhD EqUIPMENT.

FRAME 62

Mr. Boons is of the opinloa that you will have more success in

getting the money you request in your budget if the Commissioners see

you as a "good steward." "For example," he explains, "suppose uhen yc

came into your job there vas some mon y left in civil defense funds

which was designated for office equipment. You had been assigned a

secretary but had no desk or typewriter f-r her. Wouldn't the

Commissioners be more apt to respect your motives and judgment if you:

(Check the best response.)

1. went out and bought a new desk and typewriter at

once, so that the secretary wouldn't lose any

valuable time in getting to work

looked in the local newspaper classified ads and

found a second-hand desk and typewriter which you

then purchased for her?"

checked first to determine whether the county al-

ready had a desk and typewriter which could be

assigned to her?"
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FRAME 63

Mr. Boons advises you further, "You see, what you procure in the

way of civil defense materinls and equipment and how you use it, even

just r)ffice supplies, po-tage, and phones s an impression on the

local government people and on the community. It will affect haw they

feel about your budget requests too. If you give then the idea that

you are trying to build an empire, you are going to get off on the

wrong foot. The best plan is to keep the cost as law as possible, so

it becomes an insurance proposition for them. It is a matter of judg-

ment and snleamanship on your p t; but you do have a responsibility,

nevertheles to: (Check the best response.)

1. recommend-hat civil defense materials and equip-

ment are really needed and then to procure and

use them wisely."

2. build up a large civil defense organization in

order to impress the local government departments

and the State that civil defense is here to stay

and it should be respected accordingly."

get as much of the money budgeted as you can,

whether you really-need it right now or not, in

order to have some funds on hand just in case

something comes up 'which you will need to procure



III.B RELATED ADMINISTRATIVE TAASKS: ASSURING SURPLUS
PROPERTY AND FEDERAL FINkNCLAL ASSISTANCE ELIGIBILITY

FRAME 64

As your conversation continues you appreciate more than ever how

helpful it has been to have the benefit of Mr. Boons experience. Be

tells you next that there are a couple of other areas which tie right

in with the whole idea of budget, and of procuring and using civil

defense items. Thee areas are Lhe Office of Civil Defense Federal

Surplus Property and Federal Financial Assistance Programs. These

Programs provide Federal help on many emergency operations projects,

and you flre responsible to use this assistance to your county's

advantage, provided it is eligible to Participate in the programs.

"For example," Mr. Boons explains, "take tlae Federal Surplus

Propert3, Program. Each State operates a State Agency for Surplus

Property (SASP) where certain items which have been declared surplus to

the needs of the Federal Government are: (Check the best response )

1 accumulated before they are destroyed.

2. sold to the highest commercial bidder.

3. made available to local jurisdictions for civil

defense, education, and health purposes
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FRAME 65

You say to Mr. Boons: "Let me see, what you have said is that the

Office of Civil Defense has Federal surplus property which is available

to my local government, and some of that property is available for civil

defense purposes ONLY. Then I must be the one my local government

officials should come to with requests for Federal surplus property

items which they need for emergency operations. Is that rio-ht?"

Mr. Boons raplies: (Cileck the best response.)

1. "Yes, and you request the Items through the

State Civil Defense Office."

2. ''No. "

3. "I don't know who is responsible for getting it

them."
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FRAME 66

Your interest picks up, but you wait to hear how this ties in witl

the budget. Mr. Boons gives an example of haw the Office of Civil

Defense (OCD) Federal Surplus Property Program works for him and he

relates the program to his budgeting process. In the past if there had

been an electric power failure in his city during an emergency or a

dis ter, the Water and Sewer Department had no way to handle sewerage

except to dump it in the river running through the city. Such a

practice could cause wide-scale pollution and disease. So Mr. Boons

helped the Water and Sewer Depar ILent obtain an auxiliary diesel-driven

generator through the OCD Federal Surplus Property Program and at a

fraction of its original cost.

Mr. Boons has helped his other city departments, also, to get

required items this way. He thinks that such cooperation on his part

in getting OCD Federal surplus property for the city for emergency

merations _purposes is really: (Check the best response.

1. one way to keep ahead of the State and Federal
Governments.

tied to his budgeting process because he refers
to it at budget time, showing the city officials
that he has helped them save money.

. really not his responsibility, but he does it
order to appear to be cooperating with the
departments of his local government and to be
accepted by them.



FRAME 67

"Is my county eligible to receive Federal surplus property through

OCD?" you ask.

Mr. Boons replies that the State Civil Defense Office certi ies

local jurisdictions for eligibility for Federal Surplus Property for

civil defense purp es. He says further that it is your responsioility

to see that your county meets the requirements for eligibility. He

suggests that you discuss whether your county is eligible, OT haw it

can be made eligible with the: (Check the best response.

1. Governor of the State.

2. County Board of Commissioners.

State Civil Defense Office.

R
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FRAME 68

Lunch is almost over, but Mr. Boons adds a parting thought. He

doesn't think your predecessor ever got around to submitting a Program

Paper. However, you should consider it carefUlly, because it may be

possible that your salary ean be partly pa3d by Federal funds after the

county submits a Program Paper and is otherwise eligible. He asks

whether you know, also, that when your county meets certain requirements

there are other thingssuch as new communications eouipment, warning

devices, or an emergency operating center--which can be partially

financed for you by the Office of Civil Defense: (Check the best

response.)

1. Emergency Operations Planning Prograln.

2. Community Shelter Program.

_3. Federal Financial Assistance Program.
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FRAME 69

Mr. Boons cites an example of OCD Federal financial assistance.

He wanted closer liaison

but the police personnel

and Mr. Boons had no one

with the large police department in his city,

were all too busy to be assigned liaison work

in his office who could do it. Finally he

worked out an ag eement with the Police Department whereby they would

hire a new-employee who would work half of the time for the Police

Department and half of the time for the Civil Defense Office, with

Federal matching funds paying part of his salary. Mr. Boons says he

knew that the money was available from the FkAeral Government because

be had checked the requirements and regulations with the: (Check the

best response.

1. City Attorney.

2. City Manager.

3. State Civil Defense Office,



FRAME 70

You reply that yau naw spe the connection between this and your

budget request. If the Federal Government shares with your c unty the

cost of such things as salaries, emergency operating centers, and

necessary equpment, then the county officials should: (Chedk the

best response.)

be shown at budget request time that supporting

a civil defense budget really sa -es them money

in the long run in their preparations for emer-

gency operations.

appreciate you more, as well as the things you

are trying 6o do to help them, and perhaps shcw

it by-budgeting for a salary raise for you and

for more people to assist in your coordinating

functions.

figure out what equipment they would like to

have, even though the equipment might nat be

necessary; they should budget Tor half of it

and try to get the Federal Government to pay

the other half.



FRAME 71

(Check the situations below in which you, as County Civil Defense

Coordinator, would have administrative responsibility to take some kind

of action.)

1 . The County Fiscal Officer wants an advance esti-
mate from all of the county officials on what the
operating costs for their offices will be for the
next fiscal year.

The county decides to purchase some additional
dictaphones for its equipment pool.

The Sheriff wants to get some radio equipment for
emergency operations from the State Agency for
Surplus Property.

The State Civil Defense Office says that your
county did not indicate on its Program Paper
what it plans to do about a warning system.

5. An extra file cabinet has to be purchased for
your office.

6. A Commissioner asks Whether regulations would
let you buy the file cabinet out of OCD Federal
Financial Assistance funds.

The Chairman of.the.County Commission asks why
there is an item in the budget for a $200 trans-
ceiver for the FOC.

The Chairman of the-Co-unty Commission asks for a
further explanation of the Sheriff Department's
budget, since that department has d,.request in
for an additional patrol car.

END OF UNIT III



UNIT II1--BEST RESPONBES

FRAME RESPONSE FRAME/RESPONSE FRAME/RESPONSE

1 1 14. 2 (cont'd)

2. 2 3

3. 3 5 7

)4 . nuclear disaster 4 6

na.tural dis-ster 1 8

man-made disaster 3 L.

major emergency 15. 3 27. 1

5. 3 16. 2 28. 2

6. 1 17. 1 29. 1

7.2 18. 2 30. 3

8. 1 19. 3 31. 1

9. 3 20. 1 32. 1

10. 3 21. 3 33. 3

Il. '2 22. 2 34. 5

12. 3 23. 3 4

13. EOC & communications 24. 3 3

Warning system 25. 1 1

Emergency ops plans 26. 5 2

Advise on emer. ops. 9 6

Resources data 1 35. 3

Informational materials 2 36. 2



FRAME/RESPONSE

UNIT III-BEST RESPONbS (

FRAME/RESPONSE

ontinued)

FRAME RESPONSE

37.

38.

39.

1

3

i

52. 4

3

1

63.

64.

65.

3

4o. 3 5 66. 2

41. 2 2 67. 3

42. 4 3 68. 3

1 1 69. 3

5 53. 3 70. 1

2 4 71. 1

3 54. 3 3

43. 1 55. 1 4

44. 2 56 . 1 5

45. 3 57. 1 6

46. 2 58. 3 7

1 59. 3

2 60. 1

47.i 3

48. 2 5

49. 2 7

50. 3 61. 2

51 . 1 62. 3
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THE CIVIL DEFENSE DIRECTOR/COORDINATOR:
AN ORIENTATION TO THE POSITION

UNIT III TEST

TEST TYPE: Multiple Choice

NUMDER OF QUESTIONS: 10

VALUE OF EACH QUESTION: 10 points

DIRECTIONS:

1. Lo-7;ate your student number on the cover of this textbook.

2. Select an answer card fram those included in your instructional
materials and enter your name, address, zip code, STUDENT
NUMBER and UNIT NUMBER in the spaces provided on the card.

Each test question is followed by four possible responses.
The questions are designed so that more than one of the
four possible responses may appear to be correct. However,
in each question there is one response which is better than
the other three. Select the one (only ONE) which best
answers the question. M our selection on the basis of
infovmation given in Unit III, not on the basis of your loc 1
situation.

U. Mark the answer you have selected on the answer card, using
a soft lead pencil. Make a heavy mark completely covering
the space between the lines of the answer you select. For
example, if your answer for the first question were 11

you would mark the answer card as follows:

a

AIM
5. Mail the completed answer card; it is self-addressed and

postage paid.
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1. Another Coordinator refuses to join the State Association of lucal
Civil Defense Coordinators. He thinks that other Coordinators
cannot understand the problems of his local jurisdiction and the
Association would be of little value to him.. You explain that the
Association could be of help:

even though the functions of his job do vary greatly from the
functions of other local CoordinatorS.

b, because the functions of his job have everything in
with the functions of other local Coordinators.

coimuon

c. because most of the functions which he performs other
local_ Coordinators also perform.

because the local Coordinator's job does not vary In
complexity and scope from one jurisdiction to another.

2. Your superior asked for a certain report by a definite date. You
have no office help, and with all there was to do you forgot to turn
ifn the report. In thinking about the problem later, you decide that
you:-

a. Jere justified In forgetting the report considering your work-
load, and that your superior, probably realizes this.

b, will explain to your superior that the press of duties made you
forget the report, and then get the report in at once.

will:not excuse yourself, since you 'Jhould have had your office
organized with a system which would hely, you remember deadlines.

d. will apologize for the delay and use the incident as an example
of your need for office help.

A member of your community expresses doubt that enough shelters
will ever be found in the jurisdiction to protect the citizens from
fallout. You talk to him about the shelter program, explaining that
your job with relation to the shelter program includes:

a, making plans for using shelters-that are available.

b. developing additional shelters.

c. informing the citizens of the need for adequate shelters.

d. doing all of the things listed in a, b, and c above.
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4. The primary pir- 3e of an emergency operating center is to provide
a facility for:

a. fallout protection for key government officials.

b. gathering of emergency information.

c. direction and control activities.

d. hOusing and communications equinent.

5. An influential citizen from your jurisdiction is quoted in a local
newspaper as saying that, as far as he knows, no.one is doing
anything to prepare the local government for operations during
any kind of an emergency. You are concerned because you:

a. wonder how effectively you have done your job.

b. feel that local government ,,fficials should have kept
the public better informed.

think he should be responsible enough to find out for himself
what the local government is really doing.

d. have no responsibility in a situation like this and feel that
sueh responsibility should be given to you.

6. Your Chief Executive says that if your jurisdiction ever had a flood
like those known in_same parts of the country, let alone -PP,Tieut from
a nuclear attack, the result would be chaos. You reply that the best
way for your jurisdiction to guard against such chaos would be for
it to:

a. preposition emergency operations equipment and resources.

b. assign people.to emergency jobs and trhin them.

c. give you authority to direct the local government departments
in what they should do to be ready.

d. plan now for the use of all resources available.
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The Chief of the Department of Public Works asks you to get the
Department some street marking equipment through the State Agency
for Surplus Property. Your best respomie mould be that you mill:

a. be glad to do this for him.

b. check with the Chief Executive to get his OK for you to do this.

try to do this, if the equipment can be justified as being
needed for civil defense purposes.

d. do this for him, if the State Civil Defense Surplus Property
Agency has any street marking equipment available.

8. Your Chief Executive asks you to attend a publicized meeting of
representatives from the cities and counties of your metropolitan
area. The puxpose of the meeting is to discuss plans for coping
with the effects of floods. You feel:

willing to go, but reluctant to take time from your other
pressing duties to attend a planning session.

b. regret that you were not the one to find out about the meeting
and alert the Chief, since taking part in area planning for
emergency operations is one of the things you are appointed to
do.

c. pleased, since others who have been im your local government
longer probably know the locality better and could have been
selected to go.

d. reluctant to attend, because you are not sure you will be able
to answer all of the questions you might be asked on planning
for emergency operations.

With regard to responsibility for staffing and training for emergency
operations, you have:

a. minimal responsibility.

full responsibility.

co responsibility for consulting the department heads in all areas
of emergency staffing and training, to determine needs and meet
them.

d. responsibility to consult with the department heads about some
areas of the staffing and training and to cover the other areas
yourself.
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10. Your Chief Executive asks you whether you are ready to explain
to tbe local budget review people the items in the area of
emergency operations for which you will require funds during the
next fiscal year. You reply that you will be able to do so as soon
as:

a. you can have a meeting -with the State Operations Officer to
outline what is needed locally.

b. you can get the details of what is needed in emergency
operations outlined, as on a Program Paper.

the departments of local government tell you what they want
purchased.

d. you can get your general emergency operations goals in mind.
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UNIT a
STAFF COLLEGE OFFICE OF CIVIL DEFENSE DEPARTMENT OF DEFENSE

KNOWLEDGE:
What Do I Need to
Know to Get Started
in My job.
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UNIT IV. KNOWLEDGE: WHAT DO I NEED TO maw TO GET STARTED IN MY JOB?

A. Early tasks in your office.

1. Items requiring attention first. (Frames 1-18)

a. Who appointed you.

b. To wham you report and haw.

c. Whether funds have been appropriated to operate the
program and haw mueh.

d. Whether you have office space, furniture, equipment,
supplies.

(1) Minimum Immediate requirements for these things.

(2) Sources from which youmay get them and how.

e. Whether you have an office staff.

(1) Whether youmay hire secretarial and other help.

(2) Whether they are hired under a merit system or not.

f. Whether sources of volunteer office assistance are
already available, if you have no paid staff dr funds.

2. Items re:Lated to setting up your office. (Frames 19-33)

a. Set Tip your office in conjunction with your secretarY,
if you have one,

b. ao through the present files and documents in the offi e,
if there are any..

(1 ) To get a history of civil defense in t!or, community.

(2) To acquaint yoU with on-going emergency operations
programs.
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c. Set up at least a temporary filing system at once.

d. Set up filing system for printed materials.

e. Set up filing system for FederaJ Civil Defense
Guide.

Keep aaily log of all significant incaming mail.

g. Establish Surplus Property Card File.

h. Establish Civil Defense Equipment File.

B. Early tasks in connection with the local government organization.

1. Determine what is expected of you by your Chief Executive,
using a job checklist. (Frames 34-40)

a. Determine what degree of authority is delegated to you
and how.

b. Determine how you are expected. to work with the department
heads within the local government.

(1) Hew the Chief Executive expects you to relate to
them, staffWise and operationally.

(2) Whether the department heads themselves understand
how the boss expects you to work with them.

2. Familiarize yourself early with organizational structure
of your local government. (Frames 41-49)

a. Became familiar with the functions of local government
depnrtments.

b. Schedule a courtesy call with each department head and
discuss briefly haw you can assist him.

c. Determine who within the local government is the ane to
give you legal assistance.

(1) Who must be kept informed of legal requirements
affecting civil defense actions of local government.

What civil defense ordinances exist.



d. Determine wl..2ther a Civil Defense Advisory Council
exists or whether one should be. organized.

C. Early tasks in connection with local program planning.

1. Determine what types of disaste_2s could strike you= community.
(Frames 50-52)

2. Determine early what concept of emergency operations the
community has; whether there is a plan for coping with possible
disasters, and if so, whether it is backed up with an
organizational structure and standing operating procedures.
(Frames 53-56)

a. Begin to analyze whether those plans really represent
what the community should do in a disaster situation.

(1) Whether present Plans must be revised or cancelled
and by wham.

(2) Whether additional plans must be made and by whom.

b. Fit planning for all disasters into the overall emergency
operations plan, including cheeklists of emergency actions
to be taken to implement the plans.

(1) Make temporary plans for immediate use and
cheeklists to implement the plans.

(2) Cantinue work toward more permanent plans for the
future.

Determine what resources the jurisdiction has or needs to
minimize the effects of possible disasters. (Frames 57-61)

Begin the preparation of lists of available manpower,
materials supplies, equipment, and facilities.

. --

1) Encourage each department of local government to make
its awn lists assisting and advising them as necessary.

2)- EncoUrage eadh organization In-the 'private sector of
your jurisdiction to make a list, assistIng and
-skivising-them *as-necessary.
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( 3 ) Coordinate all lists'Into a total master resource list.

b. Compare what yau have -with what is needed and begin to plan
ways to develop the balance.

4. Begin planning Tor future tests of the emergency operations
plans to be sure they will work. (Frame 62

5. Make an outline of the work to be done. (Frames 63-70)

a. Determine what part of the job youmust do and what others
can do.

(1) Departments of local goveLlment.

(2) Private sector.

(3) Other government azencies represented in your
jurisdiction.

b. Set priorities for yourself.

(1) Establish what yau should do, end not do, the
first day; the first week; etc.

(2) Begin to look ahead to what you can reasonably expect
to geb done in the first six nonths.

D. Local budgeting and finance.

1. Budget planning. (Frames 71-82)

a. The budget is a financial plan.

b. Preparing and presenting a budget nay be one or your most
important and demanding tasks.

(I) Became familiar with the process as it is used in the
local government structure.

Learn early what informal and formal sources of help
in preparing the budget are available to you.

The historical record.of the budget process within the
community Is Important.

1 6 2
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(1) Note the amounts and purposes for which moneyhas been spent by other departments of localgovernment.

(2) Study the pattern of funds appropriated andspent for civil defense over the years.

(3) Be aware that tradition has a powerful Influence.
d. The civil defense budget would be comparable to abudget fram any department of your local government.

(1) Remember you are a coordinator here also.

(a) Help other departments pull together their
departmental needs for emergency operations, asrequired, and to make provision for the defenseof these items in their budgets.

(b ) Fill the gaps by budgeting separately from the
other departments for items unique to your officeor not logically assignable to them.

2. Budget preparation. (Frames 83, 84)

a. Submit your budget in the particular format required byyour jurisdiction.

b. List the needs you have Tor salaries, services, suppliesand non-recurring items of capital equipment, such assirens, etc.

c. Provide written explanations (or badkup) for why the itemsare needed and how theywill be used.

Budget presentation. (Frames 85-88)
U. Budget bookkeeping and audit. (Frames 89-99)

a. Budgeting Includes legal requirements.

(1) Expenditures must not exceed authorized appropriations.
(2) .The budget must be prepared, submitted, and executedwithin certain dates.
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) Budgeted funds must usually be expended for
only the items for which they are requested.

b. Periodic reports and audits al-e required.

) Suitable accounting for public funds must be
made.

(2) Receipts must be obtained and filed when any
appropriated funds are spent.

( ) Simple but adequate records of the money you had, the
money you have spent, aud the money you have left on
hand miit be kept.

(4) Ati annual report which shows that you have used well,
and for the purpose requested, the money-which was
given to you will help in future budget requests.

(SUGGESTED BREAKS: FRAMES )9 and 70)
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UNIT IVr KNOWLEDGE: WHAT DO I NEED TO KNOW TO GET STARTED IN MY JOB?

Now that you are a Civil Defense Coordinator and are aware of

some of the kinds of work you wi3l be responsible for, one of your

first questions will undoubtedly be, "With all that I have to do, where

do I start? How do I begin to make sense of this job of coordinating

and advising my local government organization in its preparation for

emergency operations?"

Unit IV of this course will give you information in some special

areas of knowledge which will help you to begin:

I. setting up and organizing your office;

2. familiarizing yourself with the local government departmental

structure and function;

3. planning for emergency operations; and

4. planning for preparation and presentation of a budget request
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IV.A.1. EARLY TASKS IN YOUR OFFICE: ITEMS REQUIRING ATTENTION FIRST.

FRAME 1

The Chief Executive of your local jurisdiction phones to ask you

to take the position of Civil Defense Coordinator. He tells you What

the job is and what the salary will be, explaining that the jurisdiction

has had a part-time Coordinator only who is now moving away. Since you

are relatively new to the locslity, the cn11 catches you "cold." How-

ever, the Chief Executive asks you to think about the offer and to get

in touch with him sometime within the next two days, because he has to

have a report in to the City Commission soon.

Alter you hang up the phone, you wonder, "Why does he have to

report to the City Commission if he is responsible for hiring me?" Tf

you are to be the Civil Defense Coordinator, the answer to this question

seems Important to you, and you really want to know at once: (Check

the best response.)

1. whether reports go to the Commissioners on all

newly hired city employees.

2. who would be hiring you--the Chief Executive or

the City Commission?

how many city commissioners there are.

166.;
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FRAME 2

The more you think about who would be responsible for hi ing you,

that is, to wham you would be responsible, the more important it becomes

in your mind. To you, the job would be a lot different if yau reported

only to one person than if there were several persons to whom youwere

directly responsible, all of wham had different ideas sbout what you

should be doing and haw you should.do it.

You go to see the former Coordinator before he leaves the city.

He tells you that the City Commission hires the local government

department heads including the Civil Defense Coordinator. He doesn't

really-know who the Coordinator should report to. Nobody ever made it

a point to tell-him. That, in fact, is one of his big -amplaints:

nobody ever told him anything. He has never even met same of the city

commissioners and has never attended a City Commission meeting.

As the former Coordinator talks, youmake a mental note that you

won't sit and wait for somebody to tell youwhat you need to knaw. If

yau take the job, the first thing you need to do is to: (Check the

best response.)

find out to whom yoU _report .

2. report that the former Coordinator was unhappy.

3. .make sure the city commissioners treat you better

than they dld the former Coordinator.
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FRAME

After you have returned home from talking to the former Civil

Defense Coordinator, you decide yau will probably take the job. Right

away you make a list of things you want to find out during the first

day or so at work, and heading the list is the question, "To wham do I

report?" Trying to organize your thoughts, you ask your elf, "Why do

I need to know to wham I report, in other words, to wham I am responsible?"

You think of several reasons:

1. You need to know the kind of people you are dealing with, get

acquainted.

2. You need to know what they expect from you, and what you can

expect from them.

3. You need to sit dawn with them and get procedures set up for

haw you will work together.

You make up your.mind that when you call the Chief Executive to s y

you will take the job you will not only aak to whom you report, but you

will also find out: (Check the best response.)

1. how much personal prestige goes with the job.

how and when you.vill report.

what thefringe benefits of the job are.
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FRAME 4

Thinking further, you decide that it might be a good thing if youhad same suggestions ready for the Chief Executive on how and when youshould report, rather than just waiting to be told everything. You goover different methods in your mind. You could jnst go and talk to yourboss at random
whenever the need came up. Or you could meet with himregularly, every month, for example, for an informal visit. Or youcould prepare a written report.

Finally, you settle on the idea of a monthly
written report. Itwould be an account of the things that you have done during any givenmonth and a forecast of what you would expect to accomplish during thenext month. You choose the monthly written report as the procedure

you prefer because: (Check the best response.)

1. your secretary can prepare a written report andsave you the time you would otherwise spend ina meeting, time which would sometimes be largelywasted.

2. a written report is usilatly more Impressive;more than that, when there is little to report,it will save you the
edbarrassment of having_ to say so in a fade-to-face meeting with yourboss.

it will provide a permanent record for both youand your boss of what you are doinghelpingyou to organize
yourself and evaluate yourprogress, helping him to understand youractivities better.
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FRAME 5

When you call the Chief Executive to say you will take the job, he

asks you to come in to see him that same afternoon. After introductions

and preliminary conversation, he says, "Our mutual friend, Jim Gown

who recommended you, tells me that you are a good manager, so I am sure

one of the first things you are waiting to hear is who your boss is.

I know the situation differs from one city to anothe , but here I am

responsible to the City Commission and you serve as a staff man for me

reporting to me."

When you inquire as to the procedure for repoi ing, he asks whether

you have any suggestions. He is pleased when you present the idea of a

monthly written report which would include among others such things as

the emergency operations programs you have worked on, the meetings or

conferences you have attended, and the civil defense training which

you have conducted or taken. He feels that such a report would also be

of special benefit to you because it would: (Check the best response.)

1. automatically rule out the need for any kind, of

personal meetings, discussion or conversation

between the two of you.

help you in the preparation of your aanual

reports and budget backups.

3. eliminate his having to be concerned about

your civil defense program aad activities.
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FRAME 6

The Chief Executive goes on to say that on a day-to-day basis he

will also be available for consultation with you as it is required. He

then asks whether it would be possible for you to came with him that

evening to the City Co dssion meeting. He would like to introduce you

to the Commission members, since they are the ones who officially hire

you. You are glad to be able to attend the meeting because: (Check

the best response.)

you feel it is important to establish good

relations as early as possi:ble with the meMbers

of the City Commission.

It gives you a sense of importance to associate

with members of the City Commission.

you have always been curious about what goes on

at such a meeting.
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FRAME 7

You go to the Commission meeting with the Chief Executive. You

meet the Commission members. They tell you that one of their big

complaints against the Civil Defense Office in the past was that they

had set aside some funds for civil defense and, though they tried, they

never could get a satisfactory accounting of what was done-with the

money. There is just enough left for your salary and that of a part-

time secretary, up to the beginnina of the next fiscal year. At that

time the Commisson will budget funds for your office.

So far the meeting with the Commission members has answered two

big questions which you had placed high on the list you made of things

you needed to find out right away. They were: (Check the best response.

1. wWill the Commission members like me, and will I

enjoy the meeting?"

2. "Will the Commission members be frank with me,

and are Commission meetings open or closed to

the public?"

"Is any money available for operating my office;

if so, how much?"



FRAME 8

Your meeting with the city commissioners has also emphasized

something else of importance to you. That is, you will have to be

carefUl how you spend and report on any moneywhich is appropriated

for your office. You were made to realize this by the: (Check the best

response )

1. fact that your job vas considered important

enough for you to be allowed to attend a meeting

of the City Commission.

2. positive way in which the commission members

had responded when the Chief Executive intro-

duced you as the new Civil Defense Coordinator.

displeasure the commissioners showed about not

being able to get a satisfactory accounting

for the funds which the former Coordinator

had received for his office.
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FRANE 9

You finish the meeting with the city commissioners wondering what

you will ever be able to do to prepare the city for emergency opera-

tions, if your office has no funds. Then you remember having read a

newspaper article several months earlier in which the Civil Defense

Coordinator in one of the larger cities in the United States explained

his exceptionally low budget. He was able to operate on such a low

budget because he used his office only as a staff office. This meant

his office assi t d the existing deparLments of city government as

well as private organizations within the city, to prepare for their

handling of the emergency operations of the city. Remembering this

you: (Check the best response.)

take heart, determining to get the job done as
inexpensively as possible, by using your offine
as a staff office.

2. became discouraged, because if a large city
gives civil defense no more money than that,
what could your little cit'y ever give you.

seriously consider not taking the job as Civil
Defense Coordinator after all, because city
officials do not seem to be inclined to pay the
high extra cost which you know is involved in
getting quality protection for amergencies.
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FRANE 10

After having heard the budget discussion at the Commission meeting,you are almost reluctant to ask your Chief Executive whether or not youhave an office, furniture, equipment, or supplies. These are more itemsat the top of your list of things to inquire about. But the Chief
Executive realizes you need to know some things like this at once inorder to get started in your job. As you leave the meeting together,he says to you: "Monday will be your first day on the job. Why don'twe drop by the room you will be using for an office? It is right inthis same building."

While you walk, he explains that the former Coordinator operatedout of his own office, since he was a business man and spent only partof his time on civil defense. The City Commission has now authorizedthat you, as full-time Coordinator, be given an office which connectswith the City Engineer's office. It is small, but will do for now.Later, if all goes well, he hopes to make better arrangements for you.You feel: (Check the best response.)

1. a little apprehensive about your status in the
city government if you are given an office which
is smaller than those the department heads
occupy.

a little resentful that you should be asked to
take a job which provides you with only a amall
office and only a part-time secretary.

grateful that the Chief Executive understands
that you need to know at once such things as
whether or not you have office space, and if
so, where it is located.
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FRAME 11

When you and the Chief Executive walk into your new office for the

first time, you find a. desk piled high with unopened mail, papers and

pamphlets. There is also a file cabinet, a chair, same pasteboard

boxes bulging -with files and papers, and nothing more. With your first

glance you can see that you will: (Check the best response;)

1. be able to operate only an inadequate office

under such conditions, and that you might just

as well say so.

2. need a telephone, typewriter, paper, and other

office supplies, as the very minimum Immediate

requirements, and right now is a good time to

find out haw to get them.

3. be unable to work in an office which not only

does not have a rug but has furniture which is

old and inadequate.
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FRAME 12

You ask the Chief Executive whether there is a way in which you can

get'things like a telephone, a typewriter, and offi e supplies. He

tells you to make a list of your immediate needs and bring it to him.

He will fill your initial request from mate ials on hand, or purchase

the items from miscellaneous funds. He goes on to add: "I know that

the situation varies from one jurisniction to another, but in our city

the City Clerk is the one who pays the bills for the city departments,

and all invoices and requisitions for payment from budgeted fUnds must

go through him."

You had placed on your list of things to do right away a reminder

that you should find out the procedure for getting items you would need.

You now make a mental note to: (Check the best response.)

1. be sure and get acquainted with the City Clerk

order to make certain that you get your share of

budgeted funds in the future.

2. avoid the City Clerk so that you will not have

any knowledge of, or responsibility in, the area

of procurement.

3. contact the City Clerk soon in order to learn

the details of the procedures you should follow

in the proxement of goods and services when

blidgetca JAulds become available to yau in the

future.
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FRAME 13

While you and the Chief Executive stand in your office talking, you

think of what the City Commission members said about funds being avail-

able for a part-time secretary. You wonder what would be the best way

to bring the subject up in your conversation. Since this is another

point on your list of things to be done at once, you decide to simply

ask the Chief Executive in a straight-forward way whether: (Check the

best response.)

1. he would mind staying and talking with you a

while longer this evening, since you have a

lot of things about which you are confused.

2. he thought that the meeting with the City

Commission was satisfactory, and whether the

things they talked about with you were

pertinent.

3. you are free to hire a part-time secretary,

haw you go about hiring her, and whether

she would be hired under a merit system.
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FRAME 14

As it turns out, the Chief Executive is glad you have asked him

how to go about hiring a secretary, because he has been meaning to

discuss this with you. He suggests that you run an ad in the local

newspaper. He tells you that the city does not hire its employees

under any kind of merit system. He wishes it did. He has just heard

that, if a local jurisdiction submits an acceptable Program Paper (he

isn't sure what a Program Paper is) and hires its civil defense per-

sonnel under a merit system plan then the Federal government will pay

half of their salaries. He is hazy on the whole idea and suggests

that Siou get the details for him as soon as you can by: (Check the

best response.)

1. contacting the State Civil Defense Office,
because it supplies information to local
jurisdictions on the regulations governing
the hiring of civil defense personnel under
a merit system. It also helps local juris-
dictions to qualify under the merit systam
for Federal matching funds for civil defense
salaries.

2. going to the library and trying to find some
reading material which will explain what the
rules, regulations, and procedures are for
obtaining Federal matching funds for- civil
defense personnel.

talking to the City Engineer in the morning,
since you have an office adjoining his, to see
whether or not he has read or heard anything
on the subject of Federal matching funds for
salaries of civil defense personnel.
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FRAM 15

You are extremely interested in what the Chief Executive is saying

about the possibility of obtaining Federal matching funds for the

salaries of civil defense personnel.

the best response.)

You suggest to him that: (Check

L. you could call the City Engineer yet that night,

except you do not know his name or phone ntber.

2. if you called your wife and asked her to, she

could go to the librarY et that night, since it

is close to your home and she could get there

before it closed.

3. when your jurisdiction qualifies for Federal

matching funds for civil defense salaries then

more of the money budgeted by the city for civil

defense can be used for things other than

salaries.



FRAME 16

The Chief Execu i e agrees that obtaining Federal matching funds

would save the city- money. He goes on to say, "Rut meanwhile you go

ahead and advertise for a secretary. If there is any delay in getting

one, perhaps we can find same temporary volunteer office help. You

might ask Mary Kenner, the City Engineer's secretary, about this. I

believe she belongs to some local secretarial association and probably

could give you some help on whom to contact."

This sounds like good advice to you because you: (Check the

best response.)

feel tired fron the long day and would like to

let any further planning wait until tomorrow, if

it possibly can.

2. have on your list this very point of inquiring

about the possibility of volunteer office help,

in case a secretary could not be hired.

. prefer that someone else take the responsibility

for obtaining help for your office.
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FRAME 17

On the morning of your first day at work you meet the City

Engineer's secretary, as you go through her office to get to yours.

You tell her that you are planning to advertise for a part-time secretary

and discuss with her the possibility of temporary volunteer help. She

recommends her sister who is looking for a part-time job. You hire the

sister and arrange for her to begin the next morning. Now you can turn

your attention for the rest of the first day to: (Check the best

response.)

1. listing your immediate office requirement

as the Chief Executive requested, and then

actually getting the items into your office.

2. deciding whether you were wise to have taken

the job, since the work now appeara more complex

than you had thought it would turn out to be.

3. walking around the building in which your

office is located to see just what kind of

office space the other departments have.
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FRAME 18

(Take a moment out for review. On the list below, check those

items which we have said you should determine as soon as possible after

you take a Civil Defense Coordinator position, perhaps on your first

day.)

1. Who appointed you.

2. Whether you have an office.

To whom you report and how.

What your immediate supervisor's salary is.

5. Whether yo-,;r office is as good as those which
other department heads occupy.

6. Whether you have a secretary or other staff.

97

Whether your secretary is hired under a merit
system.

Whether your typewriter is electric or manual.

Whether your office has any funds wIth which
to operate.

10. Whether you have office furniture, equipment,
supplies; and if not, where to get them, aad
how.
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IV.A.2. EARLY TASKS IN' YOUR OFFICE: SETTING UP YOUR OFFIC.

FRAME 19

On the morning of your second day at work, you talk with your new

secretary about the tasks which need to be done in the office. The day

before you had already begun to go through the unopened mail and papers

on your desk, noting what was there, and stacking it in a neat pile at

one side of the desk. Now you say to your secretary: (Check the best

response.)

"We really aren't going
on fire our first day.
and then cut out early.
be here and there is no
to get it done."

to try to set the world
We'll look things over
This work will always

need to push that hard

2. "Nbne of this stack of stuff seems to make much
sense. Maybe we should file it in the waste-
basket, so we can start with a clean slate, and
not have to worry about a lot of old materials
which somebody else accumulated."

"Yesterday I began going through this unopened
mail. I found that just looking at it told me
quite a lot. Why don't you glance through this
stack that I have already seen while I am
opening the rest. We can begin to get acquainted
with civil defense programs and activities this
way."
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FRAME 20

When you have Valished opening the mail, Srou go to the boxes of

file folders and papers which were left by the former Civil Defense

Coordinator. The boxes are oiled fUll_ The materials are not filed

in any organized way. You goan audibly. Your secretary suggests

that the two of you work together in setting up same kind of a filing

system. You agree because: (Check the best response.)

1. you do not have the patience to cope with the

problem, and you would rather someone else had

responsibility for this kind of detail.

2. she will probably have good suggestions to make

as you work on them, and both of you will be

learning.

. you have never seen so many pieces of paper in

your life, and you have no interest in files

and filing systems.
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FRAME 21

In the first armful of materials which you take out of the file

boxes, you find a book containing records of the city's original civil

defense organization, with names of participants and minutes of meetings.

You show the book to your secretary, saying, "We may have reason to

contact these people same day. From their titles many of them seem

to be people of influence, and they may be able to help us."

As you continue the job, you feel more sure than ever that going

through the files and documents which are in the office is: (Check

the hest response.)

1. not the most interesting thing yau might think

of to do and you should have let your secretary

do it alone.

2. one good way to get some of the history of civil

defense in the community.

3. a time-consuming project which might in the long

run add up to some wasted effort.
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FRAME 22

Az she sorts papers, your secretary comes upon some lists of names

which look like rosters for shelter management training courses. Then

you find an envelope marked "Shelters" which contains shelter management

plans. You continue to work and sort, realizing that you are becoming

acquaintei with some of the on-going emergency operations program in

the city. You say to your secretary: (Check the best response.

1. "Going through these files is not only going to

give uz a history of civil defense in the city,

but it is going to help us know what is

currently being done to prepare our community

for emergencies."

2. ''Maybe we are spending too much time on going

through this material, since we are so new on

the job. Maybe we shouldn't set up any files

anyway for a few weeks."

"Maybe we shouldn't be gL-,Lng through these

files; if we don't know what is going on in

the program, we could always plead ignorance

and get away with it."
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FRANE 23

Your secretary continues to work, stacking the materials she has

been sorting into several different groupings. You ask why she is

placing them in the separate stacks.

She replies: (Check the best response.

1. "I guess it just seemed easier to me, because

when I stack one pile too high, the papers

slide all over the desk."

2. "It just happened that I did it that ws41 I

really had no reason."

"I have put all the items on one subject

together In one grouping; then later we can

make a temporary file folder to hold each

group."



FRAME 24

You ask your secretary what she means by "temporary" folders. She

says that she can use some of the file folders which you got the day

before and just label them with broad categories for right now. Then

gradually, as you both get acquainted with the work and are more sure

of how the materials should be filed, permanent labels can be put on

the folders.

After this explanation she asks, "Haw will we know what to label

the temporary folders?"

You tell her that you have been thinking about this already.

Yest rday on your desk you found a document which was part of a

publication called the Federal Civil Defense Guide. The document

you found included a "Table of Contents," which really seemed to be an

outline of the elements of a complete civil defense program. You have

been thinking that you would: (Check the best esponse.)

1. read the document sometime later, if the pressure

of work ever lets up..

2. ignore the "Table of Contents," since you

probab..y would not be able to understand arlY

part of the Federal Civil Defensa Guide if you

did read it.

. use the headings in the "Table of Contents" as

temporary categories for labeling folders.
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FRAME 25

Your secretary is enthusiastic about your suggestion for using the

categories in the "Table of Contents" for labeling the file folders.

She says she will add a few administrative files us necessary, like one

for paid invoices. You commend her idea and say that had you contacted

the State Civil Defense Office you could have asked them what categories

to use for setting UD a filing system. Or if you had found

emergency operations plan for the city, you might have used the headings

from that. These were two additional sources for filing categories

which you could have used if you had not decided to use the "Table of

Contents."

You then change the subject to say, "I am really glad that you

have separated the printed materials into different groups, with all

of one kind of information bulletins together, all directives together,

and so on. When we get the sorting done, I wish you would: (Check

the best response.)

1. just use your own judgment and 4-1arow most of
the printed materials away, because I am sure
we probably will have little use for them."

2. set up three-ring binders for the printed
materials and directives, putting all those of
a kind together by date, or in some other
systematic way."

read all of the printed materials and prepare
to tell me what the3 contain, so that I will
not have to take time to read them."
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FRAME 26

You continue thinking about all of the printed materials which you

found in the boxes on your desk, remembering the many items which were

from the Federal Civil Defense Guide. You then say, "I want the Federal

Civil Defense Guide to be kept in a separate set of binders. I notice

fram what I have seen of it here in the office that new parts seem to

be issued from time to time, as the old ones are revised or new ones

are added. We must: (Check the best response.

1. keep the Federal Civil Defense Guide up-to-date

as the new parts came in, by throwing the old

pages away and putting the new pages in the

binders."

2. avoid reading as much of the Federal Civil

Guide, so they will discontinue the copy they

are having sent to us."

be something dreamed up in Washington to confuse

that we do not need the Feder Civil Defense

local governments."

3. try to convince the State Civil Defense Office

al

Defense Guide as we can ar, because it appes to
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FRAME 27

You pause a moment to check the list of things to do which you had

made. You el pretty good about haw many of them the two of you have

already completed in setting up the office. You turn to your secretary

d say, "There is one thing which still bothers me. A lot of mail

seems to came to this office. Do you have any suggestions on haw we

can contr.)]. it? Haw can we be sure we took the action it required and

that we filed it properly for quick use in the future if it is needed.

knew at least that we need carbon copies of letters we send out."

She agrees about the carbon copies of reply letters, saying that

they should be stapled to tine incoming letter. Then she adds that at

the last place where she worked her boss had: (Check the best response.

required her to keep a log of significant
incoming mail. It was a sheet of columns, in-
cluding ones for the date an item was received,
who it was from, the subject, the acti ol. taken
on it, and finally, where it was filed. And he
had her record on a calendar the due dates for
actions he must take, so that he did not forget.

2. made it a point to keep tradk of the mail
himself, but since he had a fantastic memory,
that procedure was easy for him.

3. felt that no one could ever keep an accurate
record of incoming mail, and there was no use
to try. He did agree that it would be best to
file it same place.
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FRAME 28

The idea of a log of incaming mail is a good one. Discussing your

office procedures together, you both agree that you will be adding to

or modifying them as you go along but that at least you can begin to

function with what you have already decided upon.

Pt this point, the City Engineer's secretary calls you to the

phone in her office, since your phone is not yet installed. The

Operations Officer from the State Civil Defense Office is calling to

say that he hopes to be down to see you in a few days and wonders

whether there is anything he can do meanwh4le to help you. You bring

htm up-to-date on what you have done so far. He commends you. He

suggests that sometime soon you should set up a Surplus Property File

nd also a Civil Defense Equipment File for all equipment other than

surplus property. He explains that you will need these files in order

(Check the best response.)

1. meet the accounting and other requirements of

the State Civil Defense Office, as well as those

of the Federal and local governments.

2. assure that your office routineappears suffi-

ciently sophisticated to the city departments.

impress other Civil Defense Coordinators with

the amounts and kinds of property and equipment

you have managed to get for your city.



FRAME 29

When you return to your office, you tell your secretary what the

State Civil Defense Operations Officer has said about the Surplus

Property and Civil Defense Equipment Files. For example, he suggested

that one way to keep the Surplus Property File mould be by having

amall cards filed in a box by name of item, and including such informa-

tion on each item as acquisition date and cost, invoice .iumber, serial

number, make, model nudber, where located, etc.

"Did he happen to say wItry you need all of this information on

surplus property?" your secretary asks.

You reply that be did, briefly. Though he expected to give you

more details on all of this later, the Operations Officer had told you

that: (Check the best response.)

1. it should be a matter of pride with you tokeep
many and varied accounting records, In order to
properly show the complexity,of your work.

2. the State has regulations on disposal which are
tied to the date an item is acquired, as well as
regulations on haw items shall be used and cared
for while in. use.. But he had said also that the
record keeping should be as simple as possible.

the State Itself is not really interested in
what is done with surplus property items, but
some day somebody might check, in which case
you would have detailed records to show.
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FRAME 30

"Another thing I don't understand," your secretary says, is why

we need both a Surplus Property File and a Civil Defense Equipment File,

when the Operations Officer said they could both be set up in the same

type of card file "

You have the answer for her question. The Civil Defense Equipment

File is especially for such things as warning system equipment,

couuiun±cation s equipment (mobile or base), trucks, generators, and

office equipment, which are: (Check the best response.)

1. purchased with the aid of matching funds from

the Federal Government, and come under a

different set of accounting regulations than

those covering surplus property. So you keep

the kinds of information on these cards which

meet the regulatIons covering matching funds.

2. given to you by private donors, but you simply

would like to keep a detailed record of all the

information you can on them.

3, not really vital to your emergency operations

program, so if you do get any of them, you

need to keep a detailed record in order to

try to justify why they were purchased-
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FRAME 31

Your secret ry reflects on what you have said about 11,, ing a

separate card file for the civil defense equipment which is purchased

with the aid of Federal matching funds. "Le,L, me see," she says, "we

have different regulations covering the items we get with matching

funds than we have for surplus property items. This means-a different

accounting must be given for why we need it and how we use it. Well,

then where would we keep a record of equipment purchased solely from

local funds? Could it be in this same Civil Defense Equipment File?"

You reply that it could: (Check the best response.)

1. but you are sure the city does not require

justification for any piece of equipment which

s purchased solely from local funds.

2. but the city will never let you buy anything

solely from local funds.

3. because you will probably also have to make a

similar type of accounting to the city for any

civil defense equipment purchased solely from

local funds.
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FRAME 32

You then tell your secretary that, besides keeping card files in

order to be able to give an accounting on all equipment, wherever it

comes from or however it is used, the State Operations Officer also

said you should have a Master Index. This would be a li.ting in one

place of all equipment, however it was obtained whether from surplus

property or by means of Federal matching funds or local funds. It

should be in a three-ring binder, probably, and should contain informa-

tion compiled from the card files. It would have all the equipment of

one kind listed together on a page, with item name, date acquired, and

where the item is located. Then as ite s are disposed of, they would

be removed from this list and a notation made.

"That seems like a duplication of effort," your secretary

commented. "Why do we need a list when we already have two card files?"

You reply that: (Check the best response.)

1. the State Civil Defense Operations Officer was
pretty vague on this, not giving yaa a concrete
reason.

2, you never did intend to keep a list as well as
two card files, so you did not even listen to
the reason which the Operations Officer gave.

the Operations Officer said such an index was
needed for quick total inventory reference, like
in emergencies, or for audits and reports.
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FRA-ME 33

(Now, for another auldk review! You have learned it is a good
idea to make a checklist of the items which you need to do during
your first or second day on the job, or soon thereafter. Below are a
number of tasks. Check those which should be on yovir list to do early
in connection with setting up your office procedure.

Go through the files and documents already in the
office, if there are any, studying and sorting
them,

2. Spend time With the Chief Executive, asking him
detailed questions on what your filing system
should be and how you should set it up.

Work with your secretary in setting up office
procedure.

4. Set up a temporary filing sytem at once.

5. Write a public information handbook.

6. Decide on categories for labeling temporary
folders, getting the categories from same system
which relates to emergency operations.

Establish a Surplus Property File,

8. Prepare a Withholdi g Tax Statement.

Set up binders, or some othermeans, for filing
information bulletins, directives, and other
printed materials in a conveniently accessible
way.

10. Establish a Civil Defense Equipment File.

11. Make out an annual Program Paper.

12. Arrange for a daily log pf incoming mail.

13. Begin preparation of a Master index List of all
civil defense property and equipment.
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IV.R.1. EARLY TASKS: LOCAL GOVERNMENT ORGANIZATION YOUR DUTIES AND
AUTHORITY).

FRAME 34

On your third day on the job, while your secretary continues setting

up the office flies, you go to an appoin lent with the Chief Executive.

You have done your homework well, reading and preparing for the interview.

Your purpose in the appointment is to determine exactly how he expects

you to function in your job. You especially want to know what kinds of

things he sees as being your responsibility within the local government

structure. You decide that the way to go about finding this out Is to:

(Check the best response.)

1. just visit with him for a while and then later

put together from what he says what it is you

judge he wants you to do.

wait for him to tell you specifically what he

wants you to do and when, because it might

irritate him if you act too anxiaqs or intereste

in this kind of detail.

take along with you a sample Civil Defense

Coordinator job description, using the itens in

it as a checklist for determining which particu-

lar i-tems he wants you to include in your duties.
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FRANE 35

You reason that if you use such a job description (See Appendix 2)

a checklist for determining your duties, then it will be easy for you

to: (Check the best response.)

1. avoid doing a number of jobs you don't like, be

cause the Chief Executive didn't specifically

mention them in your interview.

2. develop a job description for your own position

from the it ens you have checked on the sample

description.

influence the Chief Executive to drop items from

his list of what he wants you to do, if you don't

really want to accept responsibility for some of

them even though perhaps you should.
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FRAME 36

Soon after you enter the Chief Executive's office, he begindto

tRlk about all of the day-to-day work there is in a city government.

You tell him that is one of the specific reasons, as you see it why a

city needs a Civil Defense Coordinator. He can help with the extra

burden of work involved in planning for operations during emergencies.

Then you turn to the subject uppermost in your mind at the moment.

"This leads right in," you say, "to my reason for asking for this

appointment with you. I need to be sure we both have the same idea of

what my responsibilities and duties are. I have found that there is no

current job description for my position, so I brought copies of a sample

job description with me. Could we go over the items on it together,

checking the ones which you want ne to handle? This way we would both

arrive at a clear picture of exactly what I am to do."

You pau e and then add, "First, though, before we even look at the

sample, let me say that I am assumi g one of the main things you have

in mind is that I will: (Check the best respons

spearhead the development of an emergency operations
plan and help the depc.rtment heads to prepare their
parts of it."

2.notgoaheadonmyownbut do only what you tell
ne to do, when you personally tell me to do it."

just sit tight for the time being and not rock the
boat, because probably the city is not really
going to be very concerned about civil defense
activities."
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FRAME 37

The Chief Executive agrees that one of your first main tasks is

to see that a basic emergency operations plan is developed. He also

wants you to assist the department heads in preparing their annexes of

that plan.

Since the two of you see this part of your job alike you bring up

a related point. You tactfUlly explain that ir --der to do this task

effectively a first requirement, as you see it, is that'you: (Check the

best response.)

1. be reassured by htm of his confidence in you and

that your work is meeting a need.

2. have more secretarial help in order to take the

main burden of the workload off of you.

3. know what degree of authority you have as you work

with the departments in getting the job done. And
,*

you also need to know whether that authority is

spelled out any place, so that others understand

it.



FRAME 38

The Chief Executive tells you your overall authority is spelled out

in the local civil defense ordinance. You ask for a copy and he requests

his secretary to get it for you. "Our ordinance," he says, as she hands

it to you, "is surely obsolete, but look it over and see whether or not

it does give your responsibilities and authority clearly enough."

You are glad to get the copy of the ordinance, but you wish that he

had also indicated: (Check the best response.

1. whether he minded that you had requested a copy of

the ordinance.

2. whether you had to return the copy of the ordi-

nance, or whether you might keep it.

3. what your detailed authority was as he saw it, so

you could be sure you understood one another.



FRAME 39

Again the Chief Executive anticipates the question in your mind.

He goes on to clearly define what your authority is as he sees it. Then

he makes his remarks even more practical by outlining how he expects you

to operate within that authority as you work with the department heads

of the city government. You now feel sure that you and he understand

each other on this point. However, you also want to be sure that how

you are to operate is just as clear to the department heads, so you feel

it is nece sary to ask: (Check the best response.)

1. "Do the department heads understand that this is

the way you expect me to work with them?"

2. "Will the department heads want the people in the

city to know I an helping them in this way?"

3. "Will the department heads be angry about this

arrangement?"



FRAME 40

You wanted to know about the understanding which the department heads
had of your function, because as yaa and the Chief Executive were talking,
you began to see one thing clearly. You saw that, however your Chief
Executive wanted you to function with relation to the departments, the
point crucial to yeur role in the city government was that you, he, and
the department heads must all understand your function in the same way.
No matter what relationship was set up, common understanding of it was
essential.

Now you suggest to your Chief Executive that perhaps it would be a
good idea for you to draft a memo to the department heads for him to
sign. The memo would cover several things, including:

1. the fact that you have been appointed as full-time Civil Defense
Coordinator and the effective date of your appointment;

2. haw you fit into the local government organizational structure;

3. what authority is delegated to you by the Chief Executive;

4. how you will be working operationally with the departments of
local government; and

notice that soon, by the Chief Executive's direction, you will
be calling on them personally to see how you can assist them in
their planning for emergency operations.

You tell him that, as you see it, the most important thing such a
memo would do is: (Check the best response.

give you a sense of personal fulfillment and build
your public image in the city.

2. help all concerned to understand what authority is
delegated to you and how you will be working
within the structure of local government.

relieve you of unwanted responsibilities which you
might otherwise have to assume.



IV.B.2. EARLY TASKS: LOCAL GOVERNMENT ORGANIZATIONAL STRUCTURE.

FRAME 41

The Chief Executive also gives you a copy of the organization chart

of the city government, saying that you will want to become familiar

with the structure of the city government as it is shown on the chart.

You also need to know the functions of each department. He suggests

that to learn these functions you will have to study each department,

talk with the department heads, observe, ask questions. This will give

you: (Check the best response.)

1. a good idea of the normal day-to-day operations

of the departments and also their concept

emergency operations.

2. so e informative but relaxed time away from the

pressing duties and tasks of your own busy office.

a way to begin understanding how fortunate you

are to be the Civil Defense Coordinator rather

than the head of another department.
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FRAME 42

You and the Chief Executive spend quite a long time during the

appointment going down through the items in the sample job description

and discussing exactly how many of them are part of your functions.

Finally, you return to your office feeling satisfied that you can

now draft a job description for yourself which willt (Check the best

response.)

1. make it clear to all what your func.ions and

responsibilities are.

2. satisfy everyone's ideal expectations of what you

will do as a Civil Defense Coordinator.

3. eliminate all future critici sm of your job and

the way you perform in it.
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FRAME 43

You wrote the memo to the department heads; the Chief Executive

signed and sent it out the same day. The next morning you call to

schedule appointments with all department heads. You then turn your

attention to the local civil defense ordinance. As you study it, you

discover it is more than fifteen years old and written to cover a time

when the.city and county civil defense operations we- incorporated into

one operation. Now they are separate. You decide to draft a revi ion

and call the State Civil Defense Office for advice. They tell you that

a Model Civil Defense Act is included in the Federal Civil Defense Guide.

Also, they offer to send you copies of several current ordinances for

cities in the State of the same size as your city. (See Appendix 1).

A few days later, with these documents in hand, you began to draft a

revision of your local civil defense ordinance. While you are working,

you decide you are going to need: (Check the best response.

1. more interest in the subject than you now have if

you are to be able to make yourself finish the

draft of an ordinance.

2. a couple of years to draft a good ordinance.

3. some legal assistance with the draft of the

ordinance.



FRAME 44

Since the City Attorney is one of the aepartment heads -with wilom

you have scheduled a personal visit you decide to discuss the matter

with him. During your visit with him, he helps you with the draft. He

comments that you are right to determine early to whom you should go for

legal ass1staice. He also thinks that, along with your other duties,

you should be prepared to: (Check the best response.)

do all of the legal things entirely on your own,

because his duties in the city are heavy and he

probably will not be able to help you much.

resist worrying about legal requirements, because

civil defense does not have any real need for

legal assistance.

keep your Chief Executive advised of legal

requirements affecting the emergency operations

of your local government.



FRANE 45

You ask the City Attorney to explain a little more what he means

by your advi ing the Chief Executive on the legal requirements of

emergency operations. He replies, "For example, if the State civil

defense law requires something of our jurisdiction, you should know it

and make sure the Chief Executive learns about it. Or, if the city is

going into some sort of emergency operations program, you should make

the Chief Executive aware of the legal aspects which might be involved,

like situations which require that the city carry workmen's compensation

and or property damage insurance on certain employees. Those are the

kinds of things I mean. You see I won't know what civil defense

activities are being planned; you will. Of course, if you don't know

for sure whether there are legal points in them to be considered, you

should: (Check the best response.)

1. avoid exposing your lack of knowledge by calling

attention to the situation."

2. tell the Chief there mighc be legal complications,

even though you don't know what they would be."

3. came to me for counsel and guidance, so that you

can be legally well-informed and able to keep the

Chief advised."
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FRAME 46

Several days later you are sitting at your desk thinking back over

what you have accomplished so far and noting what items are left on your

list of things to be done soon. A man walks in and introduces himself

as the Civil Defense Coordinator for your county. He has heard that you

are the new Coordinator for the city, so he has come to offer any help

which he can give. You talk about your position, what it involves, and

the work which you see lying ahead.

"It is a shame " he says, "that your city does not have a Civil

Defense Advis ry Council, or an Emergency Council, as some people call

it. (See Appendix 3). If your city had one, I would suggest that you

call on the chairman right away to gain his help and support. Since

you do not have a Council, have you given any thought to checking with

your Chief Executive about getting one started?" You reply by: (Check

the best response.)

1. asking what a Civil Defen'e Advis_-y Council is
because you do not know.

2. laughingly asking him not to suggest anything
more for you to do, no matter what it is he has
in mind.

telling him that you never heard of anything
called a Civil Defense Advisory Council, and you
can't even take the time right now to find out
what it is.



FRAME 47

Since you asked him to explain what a Civil Defense Advisory

Council is, the County Coordinator does so. He says the makeup of the

membership can vary; however, it often consists of influential citizens

who are not in the local government of a juriodiction, but are active

in community affairs. They are appointed to work with the Civil Defense

Coordinator and local government officials in an advisorY capacity.

They keep up on what is being done in planning for emergency operations

in the community. They make recommendations on additional things they

think should be done, maybe even suggesting ways available in the

community for getting them done, or on what should have priority.

Because they have knowledge of the community, they are in a position to

give this valuable advice and to impress npon the citizens the idea that

all have a joint responsibility for community readiness to cope with

disaster. Because they are influential people within the community,

they: (Check the best response.)

1. dictate, in detail, the duties and responsibilities
ofeach of the departments of local government.

2. are in a position to influence the Chief Executive,
other key officials, and citizens, to support
emergency operations planning.

may be Impressed with, thenselves as being above
local government officials, and this definitely
ltmits their usefUlness to the emergency operations
program of the jurisdiction.
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FRANE 48

You continue your discussion with the County Coordinator on the

influence which members of the Civil Defen e Advisory Council can have.

You ask what kinds of people you should try to get on the Council. He

says the membership 3hould number from eight to twelve. It should in-

clude such people as the Superintendent of Schools; the heads of the

Ministerial Association, County Medical Society, and Labor Council; the

manager of the Chamber of Commerce; and representatives from the news

media, women's groups, architects and engineers' associations, and youth

organizatIons. You protest that you are t, new to the community to

know all of these people. The County Coordinator says that: (Check the

best response.)

1. selecting and appointing Council members are not
things you do overnight. However, yca should
recommend to your Chief Executive that a Council
be formed. Then begin getting acquainted with
such people, talk with them about serving on a
Council, and take steps toward organizing one
at an early date.

if you do not know the right people, then you
should forget about having members who are highly
qualified and move at once to make a quick
selection from people you do know.

it was only a suggestion he was making, and you
are not required to have a Council.
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FRAME 49

(Another review! Here is a list of some of the items which you

should determine early in your job. The situations below the items may

be related to several of the items, but they are more specifically and

clearly related to only one . natch each situation with the item which

best illustrates it. Not all items are used.)

a. What specific duties the Chief Executive expects you to handle.

b. What authority is delegated to you and how.

c. Whether the department heads know what your duties are, and

how you will relate to the department heads.

d. What the organizational structure of local government is.

e. What the functions and responsibilities are of each of the

local government departments.
C. Whether you have a civil defense ordinance, and whether it is

adequate.
g. Whether you have a Civil Defense Advisory Council, or Emergency

Council.
h. Who you must keep advised of legal requirements affecting

emergency operations actions of local government.

1. You study a Chart which shows how your city government is

organized.

2. You askthe Head of the Public Works Department whether hi$
department makes repairs to bridges in the city which are

temporarily out of use, and if so, what kinds of equipment

would be used.

Your Chief Executive goes over a checklist of your duties

with you.

4. You advise the Chief Executive that the city is liable, and

should carry workmen's compensation insurance for those

people having emergency jobs who are not regular city

employees.

5. Your Chief Executive delegates to you the authority to act

for him in coordinating the city's planning for emergencies.

6. You read the city's civil defense ordinance to find out

whether it states clearly that all city departments will

provide for lines of succession in their departments.

7. YOUT Chief Executive notifies the department heads, via
memo, that you will serve as his staff man for emergency
operations, working with them in the development of their

department emergency operations plans, as required.

(THIS IS A GOOD TIME TO TAKE A SHORT BREAK)
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IV.C. EARLY TASKS: LOCAL PROGRAM PLANNING (DISASTERS).

FRAME 50

You knew that your city was subject to floods, but you were not

alert to the possfbility of sudden crippling snowstorms. One night

shortly after you became Civil Defense Coordinator, twelve inches of

snow fell in only a few hours. Because the city did not have enough

street clearing equipment for such an extreme situation schools were

closed and all activities were cvi elled in the community. After

several days, conditions were almost back to normal but meanwhile you

had learned, among other things, the really important lesson that:

(Check the best response.)

1. snowstorms can be widespread and affect an entire
section of the nation.

2. long-time residence in a community guarantees
that you will not be taken by surprise by a
disaster.

you should make a study of your community and
determine what disasters could strike there, se)

that you could help prepare the city to cope
with them.
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FRANE 51

So you begin to analyze what disasters could happen in your city.

You list nuclear attack a the worst, most far-reaching disaster.

"Most of the things we do to prepare to operate under a nuclear disaster

situation " you reason, will help us with emergency operations in all

disasters. But I cannot stop with that. I have to consider the possi-

bility of other disasters such as, tornadoes, drouths floods, earth-

quakes, riots, maybe even hurricanes or insect plagues. The reason I

have to know all the types of disasters which are possible here is that:

(Check the best response.)

1. we need to fit planning for all disasters into our

emergency operations plans."

2. we ought to be the best-informed community in the

entire United States."

3. I can use this info ation to impress the State

Civil Defense Office with the fact that I am

really taking this job seriously and know a lot of

facts."
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FRAME 52

You continue your analysis of the city's history. You study the

range of temperatures throughout the year, wondering what the city would

do if the weather were below zero for an extended period of time and the

city gas supply, which most of the residents use for heating, got cut

off for some reason. Or what the city would do if an extended, devas-

tating heat wave were experienced and the water supply were depleted.

This makes you realize that you need to know where the city's g s, water,

electricity, and such utilities come from, how they get into the city,

what reserves are on hand, and what the auxiliary sources of supply are.

You need to know the city population distribution, its terrain or

physical layout, and whether these things create problems. You need to

know all of this and more so you: (Check the best response.)

1. begin at once to talk with people who know the

community's history and its current situation;

you begin reading, studying, observing.

2. ask your secretary to take time off from her

other duties to make this important study for

you.

decide that someday you will learn this essential

information.
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IV.C.2. EARLY TASKS: LOCAL PROGRAM PLANNING EMERGENCY OPERATIONS).

FRAME 53

During the time in which you are gathering data on the city and

its disaster history, yol are also completing the personal visits which

you have scheduled with the department heads. You become acquainted

with the department heads and learn the functions whioh their departments

perform normally. You also talk with each of them about his idea of

how the city should prepare for and operate in emergencies. You find

there is no emergency operations plan assigning specific jobs to spe-

cific departments or people, and hardly any agreed upon emergency opera-

ting procedures. By the time your visits with the department heads are

at an end, you think that: (Check the best response.)

1 there is no need to be an alarmist, because other
people are probably right in thinking the city
most likely-will never have to face any kind of a
disaster situation anyway.

2. since they believe they can handle any emergency
without worrying aboutit in advance, you should
just ease up in your goal to get an emergency
operations plan developed.

you have a good idea of what has and has not been
done within the city government in the line of
planning for emergency operations, and it seems
to you that more and better plans should be made
soon.
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FRAME 54

Your conviction grows that more and better plans should be laid for

emergency operations. Therefore, you talk with the department heads

about getting together with all of then at a meeting to discuss whether

their present informal plans really represent what the city ought to do

to cope with a disaster. The department heads agree that they will

come to such a meeting. You think that the best reason they could

have for agreeing to come is that they: (Check the best response.)

1, will have a chance at the meetirg to work within

the proper democratic process to influence other

against a written plan, if they really believe n

set plan will ever work.

2. are beginning to see that perhaps some of their

ideas on disaster planning ought to be revised,

and they should cooperate and coordinate with

each other in making new plans for emergency

operations.

should be there to represent their own interests

and make sure that no one outside their de.?art-

ments would be telling them how to run the

departments.
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FRAME 55

You are glad that same of the department heads are beginning to see
the need for coordinated action, and you hope that the others can be
convinced. When the suggested Meeting is held, you present the research
you have done on the community. The department heads then see how
concerned you are that the city be prepared to cope with emergencies.

"Gentlemen, if we had a tornado tomorrow," you say to them, "exactly
how would we operate? If we had a flood next month, would we be in a
better position to save lives and property than we would be in a tornado
tomorrow? If we had a nuclear disaster within six months or a year,
would we be able to protect our citizens from fallout? And prepare
them to survive after they leave shelter?"

The Fire Chief speaks up to say he can see that his department is
net ready. You are glad when he suggests that all departments should:
(Check the best response.

think through carefUlly what has been said and
prepare to_attend another mteeting like this ono
someday when everyone has time, to discuss what
kinds of disasters are the most likely to happen
and what kinds of planning they think might be
necessary.

make temporary plans right away for Immediate use,
with checklists to implement the plans. These
plans and checklists should then be coordinated
into an overall plan and checklist, so the city
as a whole will,be ready now for some kind of
cooperative action.

3. concentrate on developing same kd of depart-
mental plan within the next year or so, because
if every department finally got a plan, then
that would be adequate. Meanwhile, the city can
continue to hope that no disaster will strike
before the plans are finished.
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FRAME 56

The Police Chief agrees with the Fire Chief on the need fortemporary plans for immediate use, and then he adds: (Check thebest response.)

1 "But I think we should also continue working
toward more permanent plans for the future."

2, "And temporary plans are all that anybody
ever needs."

"But I don't have any time to sit around writing
plans It
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IV.C.3. EARLY TASKS: LOCAL PROGRAM PLANNING (RESOURCES).

FRAME 57

The Head of the Department of Public Works has been sitting quietly
through all of this discussion. You have learned to respect him a
great deal in the short time you have known him, and you wonder what he
is thinking. Finally, he speaks up to say, "Making plans and checklists
is fine. They are important. But what about resources? I remember an
experience which happened to me when I was new in this job. Anglin
County just south of here had a quick flood. They called me at four
o'clock one morning to get boats and men to help them move some people
out of a flooded area. I didn't even know whether our city had any
boats, let alone where I could get people. There were no emergency
resource lists. I csTled the City Engineer with whom I had become
acquainted and asked him what to do? We got three boats from the
military base; the Fire Department had a boat, the Police Department had
one, and then we got some from private people. Finally, we were able to
handle the request. Two days after that experience I made up a list of
all the boats in the city that I could locate. I had been shown -.?.ry
realistically the need for lists of resources. I think each department
should: (Check the best response.)

1. have a list of available boats in case it gets

involved in a flood incident at 4:00 a.m."

2. begin making lists of the manpower, materials,

supplies, equipment, and facilities it has

available."

3. let me know if it has or knows of any, additional

boats which I can list in case we have a flood."
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FRAME 58

You quickly support the suggestion of the Head of the Department of

Pliblic Works. You then note that many private organizatio and indus-

tries throughout the city also have a great many resources which the

city would need in case of a disaster. You say that you will person-

ally: (Check the best respons )

1. make your own lists of what these groups have.

2. get your secretary to make lists of what these

groups have and also call them to see what their

reactions are to using their resources for

emergency operations.

3. encourage organizations and industries to begin

making lists of their available resources and

thinking about how they can support the city's

overall emergency operations plan.
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FRANE 59

You take a moment to reflect on how private organizaticas and indus-

tries will fit into the city's emergency operations plans. You realize

that emergency operations will require very close liaison with same of

them. This is especially true of the electric power gas, and telephone

companies who have a close relationship with almost all of-the citizens

in normal day-to-day living. In View of this, you say further: (Check

the best response.)

1. "I suggest that we consider having same of the

private organizations and agencies with whom we

work the closest represented at our future

planning meetings."

"We made a mistake not to let volunteer private

organizations and agencies do this rlb,aning for

us."

3. "It seems to me that we should hire some private

organizations to do our emergency operations

planning for TT



FRAME 60

You express appreciation for the interest and enthusiasm of the

department heads, saying that you will be dropping in on them soon to

assist them in any way you can in developing their te-mporary plans and

lists. You also say that yau: (Check the best response.)

1. are glad that soon all of the hard work involved

in emergency operations will be a thing of the

past.

2. doUbt that any disaster will strike, but it won't

hurt to be prepared.

3. will coordinate all lists into a master resource

book for the entire city.



FRANE 61

Quickly following up the advantage you have in the cooperative

spirit which same of the department heads are showing, you say, "Once

our individual lists are pretty well developed, we will need to get

together again to look at the total picture of what we have in the way

of plans and resources. We will need to: (Check the best response.)

1. compare what we have against what is needed and be-

gin to plan ways to develop the balance."

2. celebrate the complet'on of our list TT

be grateful at that time that our job of planning

for emergency operations is over."
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IV.C.4. EARLY TASKS: LOCAL PROGRAM PLANNING (TESTS).

FRAME 62

Before the meeting with the department heads breaks up, you agree

on an early date for a future meeting. You tell them you will send a

reminder a few days in advance of the meeting. As one parting idea,

you say: "You know, we will have temporary plans by our next meeting,

but we won't be sure that they will wark until we test them. In order

to run a test, we wlll have to know such things as how our center of

operations and con unications will function, and what our procedures

will be. I suggest that at our next meeting we should work on these

things and also lay plans for: (Check the best response.

building a new emergency operating center at

once, before we proceed further."

urging the industries of the city to analyze otr

emergency operations plans and tell us what pro-

cedures we should follaw."

tests , and exercises which me must run to make sure

that our temporary emergency ope: ations plans and

procedures will really work."



IV.C.5. EARLY TASKS: LOCAL PROGRAM PLANNING MANAGEMENT .

FRAME 63

On the day after the meeting with the department heads, you go back

over what you had agreed to do as your part of the job. You were to

(1) help the departments with their plans and resource lists,

(2) coordinate an overall basic plan and mastee list of resources and

(3) encourage private organizations and Industries to begin emergency

plans and resource lists for themselves. You compare this to the list

you had made before the meeting of the things which you needed to

accomplish at the meeting. You decide the things you had agreed to do

came under the item on your list which reads: (Check the best response.

1. "Reminder to myself: do only as much as I must."

2. "RemeMber that the department heads sllould be able

to do the emergency operations planning for their

own departments without my help."

"Determine what part of the job T. must_do myself."
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FRANE 64

Reviewing your premeeting checklist further, you see next an item

which reads: "determine mtet part of the job the departments can do."

You go back over your notes fram the meeting to see whether this item

had been completely accomplished. You find the department heads had

agreed to: (Cheok the best response.)

1. think about disasters and come to another meeting

some day to discuss what actions their departments

should plan to take sometime in the future.

2. make temporary emergency operations plans and

checklists at once, and begin listing their re-

sources .

3. discuss informally wbether to have more meetings,

and whether or not the city really should do any-

thing about preparations for disaster.



FRAME 65

The next item on your premeeting checklist ha2 to do with the private

organizations and industries in the city. At the meeting all department

heads had agreed that these private groups should be encouraged to pre-

pare their own emergency operations plans, checklists, and resource

lists. Row you note that this takes care of your premeeting checklist

item which reads, "Remember to: (Check the best response.)

NSIErl

1. discuss the legality of confiscating the resources

of the private sector of the city, and of re-

quiring private organizations to cooperate in

disasters."

2. discuss the fact that the city cannot plan on

getting much help from the private sector of the

city, so we must therefore lay better plans for

the city departments."

. determine what part of the job the private

sector can do to assist the city in its prepara-

tions for emergency operations."



FRAME 66

While you are studying the premeeting checklist, the Postmaster

drops by your office. You are glad to see him. His visit is the first

you have had from a key official since you became Civil Defense Coordi-

nator. He has heard of your meeting the night before and wants to

commend you for getting right into serious planning. He says, "I am

acquainted with civil defense and what you are trying to do, because

the United States Post Office Department has a Federal directive which

says that local post offices will be responsible for registering people

after a nuclear attack."

You are surprised at his words, because you have never heard of this

directive. Howeve , you do know that in your preneeting checklist on

who would do what jobs you have an item referring to government agencies

in general. It reads: (Check the best response.)

1. "Check whether or not the Post Office and other
government agencies will continue their business
as usual following a nuclear attack."

"Determine what part of the job can be done by
State, Federal, and county government agencies
represented in the city."

"Determine whether or not we have to provide .

shelterTand other means of survival .f'c:Jr our
residents who are employed by State, Federal, and
county government agencies in offices within the
city limits."
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FRAME 67

Your visit with the Postmaster makes you realize something else.

You need to know whether or not any other Federal agencies have direc-

tives from Washington which are similar to that of the Post Office.

Until you know this you cannot accomplish the checklist item concerned

with other government agencies with offices in the city. You cannot

decide what they should do to assist the city with energency operations.

You make an additional note on your checklist which reads! Check the

best response.)

1 "Find out which local offices of Federal agencies

have Federal directives giving them civil defense

responsibilities in the city."

2. "Verify the Postmaster's report to determine

whether or not he has his facts correct."

"Ask the State Civil Defense Office to get the

Federal directive on registering peopp_e after

nuclear disaster changed from the Post Office to

some other agency."
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FRANE 68

After the Postmaster has gone, you begin to prepare for an appoint-

ment with the Chief Executive which is scheduled fox later in the morn-

ing. You are to report on the progress you have made in planning for

emergency operations, especially the progress made at the meeting with

the department heads the night before. You also want to outline for

him what your plans are for the future.

You say to yourself, "If I am going to be in a position to tell him

what I plan to do, I will have to: (Check the best response.)

1. set priorities for myselfon what I will do first,

like during the first two weeks, then on what I

plan to get done during the first month, and so

on."

get something really important done which will net

fail to impress him, and do this before I talk to

him at all."

ask him what it is he really wants me to do, and

wait for him to give me complete details on haw to

go about doing it."
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FRAME 69

"One of the most important ream ns for setting priorities for my-

self," you muse, "is that I don't want to just spin my wheels. Prior-

ities will help me to organize my time, and they will help me to build

toward what I can hope to accomplish, say in the first half of my first

year. Now when can I expect to have a basic plan written? When will

the departments have their plans written? When will the resource lists

be completed? How soon can the organizations and industries in the

private sector have their plans and lists in?"

You realize that in this little talk with yourself you have nlready

identified some priorities. You have: (Check the best response.)

1. wasted some time, too, which should have been

spent in putting together smooth words for your

appointment with the Chief Executive.

already identified more items than you can

possibly hope to have accomplished in ten years,

if ever, and that's a fact.

started to organize by beginning to look ahead to

what you can reasonably expect to get done in the

first six months.



FRAME 70

As you begin the appointment with the Chief Executive, he asks how

things are going in the planning for emurgency operations. You tell

him you believe you have identified the basic major areas in the

planning which need immediate attention. You say that you have made

some progress in all of them. These basic areas in planni g for emer-

gency operations are: (Check the best responses.

1. identification of the volunteers who will take c -e
of mass registration.

2. identification of the types of disasters which
covld strike your community.

identification of specific influential Individuals
in the community who should finance the emergency
operations program.

4. preparation of an adequate plan for emergency
operations, including an organizational structure
and standing operating procedures.

5. preparation of lists of resources which the city
has aad identification of the additional resources
which are needed.

6. immediate visits to other States to see what they
are doing in emergency operations_

7. arranging for tests of the emergency operations
plans to be sure theY work.

organizing the work to be done by outlining who
will do what and then setting priorities.

(THIS IS A GOOD PLACE TO TAKE A SIDRT BREAK)



IV.D.1. LOCAL BUDGETING AND FINANCE: BUDGET PLANNING.

FRAME 71

As your meeting with the Chief Executive on local program planning

draws to a close, he brings up a new subject--the budget.

"Preparing our city budget is one of the most Important and

donanding tasks which those of us in the city government have to face

each year," he says, "and the process is about to begin for the coming

fiscal year. You will need to become familiar with the budgeting process

as we use it here."

You realize that in this one statement he has told you three th.ngs

which are vital to you as you relate to your budget work: (Check the

best response.)

1. he considers the budget process difficult, he

seems to resent the work, and he expects you

to take the load off of him.

2. he sees budget preparation and your part in it

as important, the budget in your city covers a

fiscal year, and you should become familiar with

the budget procedure which the city uses.

3. you are going to be accountable to him for the

city budget, he considers the task an almost

impossible one, and it means a whole year of work.



FRAME 72

You tell the Chief Executive that you have had no previous experi-

ence with budget preparation, but that you are eager to learn.

"Well," he replies, "the budget is not some mysterious sort of

thing; it is really only a financial plan. By that I mean that the

budget: (Check the best response.)

easy to understand because it is concerned with

money only."

2. has to do with planning only, and planning is

something we all do easily."

. plans for, or spells out, what funds you estimate

you need and what you need them for."



FEAME 73

You ask the Chief Executive, "Do you mean I am to describe the items

for which 1 will need funds, the use to be made of the items and how

much I estimate they -will cost?"

He says you are right and adds, "1 know that the budget setup

differs in different cities around the country, but in our city, the

City Clerk is responsrble for the budget time plan, and for putting

the final total budget proposal together. This means he gets the

notices out to the departments on what is required of them and when.

He makes sure the budget is in the proper format, and other things

like that. I suggest you go talk to him. He will be glad to help you.

"The Chief Executive has again hit on and answered a question you

had. You had been preparing to ask him: (Check the best response.)

1. who was responsrble for preparing the city's total

budget proposal in final shape, so that you could

go to that person for information and assistance.

2. whether you would have to notify all of the other

departments of th,- budget time plan and assist

them in preparing their total budgets.

3. whether you could hire a budget expert from out-

side of government to prepare your budget.
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FRAME 74

The day after your talk with the Chief Executive about the budget,
you receive a memo from the City Clerk which is directed to all depart-
ment heads. It is alerting you to the fact that the budget process is
about to begin for another fiscal year. You make an appointment with
the City Clerk to discuss budget procedures. He says that he is glad
you have come to see him early, when the work of getting the budget to-
gether does not have him too busy to give you whatever background youneed.

"But I want to tell you," the Clerk adds, "that there are individuals
in the city who can do more than I to help you with some of the specific
technical items of your budget. For example, there are people who are
much better qualified than I to advise you on how much communIcation
equipment you will need, or what kinds, And there are other individuals
who can advise you better on the warning equipment you may want to get,
and so on. These people I am talking about are: (Check the best
response.)

1. experts on the technical aspects of different
budget items. They are informal sources of budEtt
help, but upon occasion many of us have to lean
heavily on that kind of technical help wlth our
jobs.'

2. not very willing to be of service, but you vial
simply have to make them see that they have a
duty as responsible citizens to help prepare tbe
city budget."

usually a little publicity and power hungry, so
don't'let them know that they will probably
receive no recognition for the help they give."
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FRAME 75

You tell the City Clerk that h.-4 example of budget help with

equipment items is a good one. You are sure you will need exactly that

kind of budget help, because there is just so much you don't know about

emergency operations equipment.

"But how about the departments of the city government?" you ask him.

"Wouldn't they be a good source of help and information on same of these

technical and other questions on budget it Let's say: (Check the

best response.)

1. pe onnel--couldn't the City Treasurer tell me how

many people I should hire.and budget for?"

2. miscellaneous office supplies -couldn't the Chief

Executive help me list what I will need in this

line?"

3. sirens--isn't it possible that someone in the city

departments would be able to advise me on siren

like somebody in the Police or Fire Departments?"
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FRAME 76

The City Clerk assures you that he is certain the Fire and Police
Departments can help you with sirens. Also, many of the other depart-
ments will help on other points, if you appreach them properly.

"Furthermore," he goes on to say, "you will learn a lot about the
historical record of our city budget as you talk with them. By this
mean you will learn seemingly simple but helpful things, like how much
they have budgeted through the years for office expenses, what the
salary scale is for secretaries, and the like. There are other examples
of useful things which you might learn in conversations with people in
city departments, if you did not find them out from me. One is the
simple fact that we have a duplicvting machine here in the City Hall
which is available to all departments, so they do not have to budget
for most of their printing. We can cover a lot of things today, but we
wil also miss a lot. Keep your eyes and ears working for you as you
mingle with the people in the departments, and you -will soon be aware
of what has happened in the city budget over the past few years."

As he talks, you say to yourself, "I will: (Check the best response.

1. avoid getting involved with the city departments

any more than is absolutely necessary, because if

they help me they will also expect something from

me."

2. note the amounts and purposes for which money has

been budgeted by other departments, to give me a

better understanding of the budget itself, and

also of specific items in it."

check with the Chief Executive to see whether he

can relieve me of this responsibility for prepara-

tion of a budget for my office."



FRAME 77

You tell the City Clerk that you wIll make full use of the knowledge

which the city departments have on the city budget and its history. He

points out that you are unfortunate, in a way, that the civil defense

office in the city has not had funds appropriated for it over a long

period of time, as is the case in some local jurisdictions. If the

city had appropriated funds for civil defense for a number of years,

you would have learned a great deal by stue,ying: (Check the best

response.)

1. all of the errors former Coordinators had made in

making requests for funds, in order to avoid

making the same mistakes.

2. the kinds of Civil Defense C ordinators the city

had had to see whether the money budgeted for thei'n

salaries was well spent.

3. what the pattern was of the funds which had been

appropriated and spent for civil defense in those

years.

2 42' 244



FRAME 78

The City Clerk explains why he feels you would have been helped

from a study of past civil defense budgets in your city. The reason he

gives is that tradition has a powerful influence in any communIty.

Things are done in certain ways just because they have always been done

that way. By studying past civil defense budgets, you would learn what

it was traditional for your comniunity to do in civil defense. For

example, if in past years the local jurisdiction had been liberal with

funds for civil defense, you would then expect that they: (Check the

best response.)

1. were free with budget appropriations to all

departments.

2. would now cut your budget way back, because

they had already given civil defense so much

money.

3. believed in civil defense and would probably

continue to support an appropriate civil defense

budget.
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FRAME 79

The City Clerk is more knowledgeable about civil defense and your

function in the local government than you would have expected him to be.

Wher you express your surprise, he explains, "My brother was once a Fire

Chief in a amall city which had a very effective civil defense function

in its government. Much of what I know about civil defense, I learned

from his experience. I do remember one budget-related experience

which he had in connection with the Civil Defense Coordinator. The Fire

Department wanted an extra rescue truck, but they were having a hard

time convincing the city authorities to let them get one. Then a neigh-

boring city was struck by a bad tornado. The news media carried stories

of the many people who were trapped and injured and had to be rescued.

The Civil Defense Coordinator helped my brother prepare another request

for a rescue truck for the Fire Department, based on the need which

might arise should there be a similar disaster in their city. This time

they got the truck. Of course, the Coordinator helped my brother, the

Fire Chief, with only his emergency operations items, not his total

budget. I can see how you will be working in a similar coordinating

way here by: Check the best response.)

1. helping the departments pull together budget items

to meet their emergency operations needs, and then

helping them prepare budget defense for those

items, as required."

2, pleparing the complete budgets for the departments,

and then getting them to help you wherever they can

with the justifications for the items."

directing the departments in what they must put in

their budgets and then monitoring their budget

preparations to be sure the items are included and

defended in what you consider to be an adequate

manner."



FRAME 80

"Yes, you tell the City Clerk, "1 will Coordinate with the

departments to assist with the emergency operations items in their

budgets. What happens, though, when some equipnent is needed, and also

has to be maintained, which doesn't seem to fit in the budget of any one

city department--like permanently positioned sirens for a warning

system?"

The City Clerk responds that: (Check the best response.

I.J.=41MIEr

1. you do seem to have a tendency to worry about

minor details, r.nd perhaps you would do well to

concentrate on doing a good job of one thing at

a time and not worry about something which may

never happen.

2. you fill these gaps by budgeting separately for

emergency operations items which are unique to

your office, or which do not logically belong to

one of the dr!partments.

what you do is to decide which departments you

think will stand the best chance of getting more

money than other departments, and then try to get

them to slip the necessary items through in their

budgets.
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FRAME 81

"It won't matter," the City Clerk continues, "whose budget an itemis in if it is not properly justified. Ey _jaEt_i, I mean there hasto be a good written description of why the item is needed, how it willbe used, and what the consequences will be if it is not secured. With-out that kind of justification, a budget request will never be approved
by the authorities at budget review time. Any justification of prepara-tion for emergency operations in some kinds of disaster rria_y. never beeasy. Now that we have had a flood here, the city authorities do
understand the threat involved in that kind of disaster, and the needto be prepared for it. You will have to work harder, though, to makethem see the need to prepare for shelter after a nuclear attack. Andyou can't just sit and expect this kind of thing to happen. You haveto take the initiative, tactfully, and do everything you can to help
the city authorities understand the budget requirements for all kindsof emergency operations. Of course, while you are doing this, you
always look for ways to save money at the same time."

You reply that you can readily see that: Check the best response.)

1. the subject is more complicated and complex than

you ever imagined, and you would be very relieved

if the Chief Executive waald hava someone take

care of your budget duties for you.

2. the budget review people are more negative than

positive in their approach to the budgeting task,

d that the prospect of justifying anything to

them is frightening.

your budget justification must be carefully con-

sidered in order to Impress upon those who are

legally responsible the necessity of adequate

preparation for emergency operations.



FRAME 82

(Time out for another review! Check the items listed below which
you have learned you should do early in your budget planning. Go over
Frames 71-81 again, if necessary.

Become familiar with the budgeting process as it is used
in your jurisdiction.

2. Learn what informal sources of help with your budget (tech-
nical experts) are available to you in your jurisdiction.

Compare one department of your jurisdiction -with another
to determine which has the most efficient administrative
setup.

Learn to see the budget as a financial plan which spells
out what you estimate you need and what you need it for.

5. Learn what your jurisdiction requires as written justifi-
cation for the items included in your budget request.

6. Learn who is responsible for notifying the departments when
the budget process is to begin, for receiving the individual
budget requests from them and putting these requests into a
total budget request for the jurisdiction.

7. Determine what it costs your jurisdiction to prepare its
total budget.

Find out whether you coordinate the budgeting for emergency
operations by helping the department heads with their emer-
gency operations items, as necessary.

Learn the details of haw to write up the total budgets for
the departments of your jurisdiction.

10. Study what funds have been appropriated and spent over the
years for civil defense in your jurisdiction.

11. Study what has happened in years past in the way of requests
and appropriations in your jurisdiction to get an overall
picture of local budget history, and a feel for the total
budgeting process.
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IV.D.2. LOCAL BUDGETING AND FINANCE: BUDGET PREPARATION.

FRAME 83

The City Clerk continues his discussion of the budget with you. He

talks next about the actual writing of the budget which you will have

to do. He hands you a guide which outlines categories like salaries

services, supplies, and non-recurring items of capital equpment. The

guide shows the format in which these categories are to be placed on

the paper, along with descriptions of individual items in them and

written justifications. The City Clerk comments that all local juris-

dictions have their awn specific formats for writing up their budget

requests which they require their departments to follow. This particular

guide put out by your city is: (Check the best response.)

1. really superfluous, but he goes through the
motions of cooperating with the people above him
by giving it to those people with budget responsi-
bilities.

2. one format which is suggested by the city, but all
departments usually end up following whatever
format they wish.

the format which your city requires you and all
other departments to use when you submit your
budget requests.
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FRAME 84

You take the copy of the required budget format from the City Clerk.

You then ask him how long and involved a written justification should

be. He replies that the shorter they can be the better, but that you

will still want to take whatever space is required to: (Check the

best response.)

ra,g

1. explain why the items are needed, how they will be

used, and what the consequences will be if they are

not secured.

2. load your budget with whatever items you think you

might possibly need in the future though you have

no need for them right now.

3. demonstrate to the authorities that you know more

about emergency operations than anyone else in the

city government.
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IV.D.3. LOCAL BUDGETING AND FINANCE: BUDGET PRESENTATION.

FRAME 85

"Before I forget," the City Clerk adds, "let me remind you to be

sure to keep a copy of your budget preparation for your own files. It

may come in very handy if the copy you send forward should ever get

misplaced after you have forwarded it or something like that. Another

reason for having it is that: (Check the best response.)

1. you need a record of what you submitted--a copy to

work from for future reference, perhaps at the

time of bunget presentation."

2. you need to justify having the filing cabinets

which are in your office."

3. nothing impresses people more than to have a large

number of official looking documents lying around.
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FRAME 86

You agree with the City Clerk on the need to keep a file copy of

your budget request. You then ask whether you have any responsibility

in the actual budget presentation to the budget review body. You are

wondering because you have heard people from other jurisdictions refer

to budget presentations as though they extend over a period of time

and involve a lot of people.

"Budget presentations are not the same in every jurisdiction, he

replies. "My brother, the Fire Chief, always had to present his budget

before the budget review body of his city, which in his case was the

City Manager and his staff. Here the budget review body is the City

Commission, and you will never need to go to the meeting unless the

Chief Executive specifically asks you to accompany htm. You see,

budget presentations are made: (Check the best response.)

1. by only the most important people in a jurisdic-

tion."

2. at random--just whenever the budget review body

decides to consider the budget."

in different ways and to different people in

different jurisdictions."
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FRAME 87

You hesitate to ask the City Clerk the next question which you have
on budget presentation. Finally, however, you say, "When everyone pre-
pares written justifications,. why does anyone ever have to make a per-
sonal presentation anyway?"

The City Clerk replies that when you write a budget request, it is
impossible to always anticipate all of the questions which will come up
when it is reviewed. To illustrate the point, he cites an experience
which happened in the city several years before. The editor of the
local newspaper had received letters opposing money being budgeted for
civil defense. At budget review time, he went to the City Commission
to oppose the civil defense budget request, giving as his reason that
civil defense money had already been wastefully spent for a jeep. The
Civil Defense Coordinator was requested to attend the meeting. At that
time he explained in more detail how the jeep had been used in emer-
gencies. During one crippling snowstorm, it was used by the Police
Department, because for several hours it was the only vehicle which
could get through the streets to provide protection and help to the
people. The newspaper editor went from the meeting with a changed
attitude. Now, the purchase of the jeep had already had earlier written
justification, but more explanation was needed at this time to justify
further why it had been purchased, in order that a current civil defense
budget could be approved.

"In a similar way," the City Clerk concludes his thought, "you will
find that occasionally your written justifications: (Check the best
response.

1. are.easily written, but fail to be copvincing."

2. may for same reason require further explanation by
means of an oral presentation."

will not even be carefUlly read and yet they will
be criticized."
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FRANE 88

(Once more a review. Check the items belo0 which you should do in

budget preparation and budget presentation. Review Frames 83-87, if

necessary.)

1. Follow 'Jle format which your local jurisdiction re-

quires.

2. improve on the required format in any way which,

in your judgment, seems to be warranted.

3. Write a justification for all items requested, ex-

plaining why they are needed, how they will be used,

and what the consequences will be if they are not

made available.

Be prepared to provide oral explanations of your

budget items in addition to the written justifi-

cations.

5. Identify by category the items for which you are

requesting funds.

6. Concentrate on writing justifications for each

item which are as lengthy as possible.
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IV.D.4. LOCAL BUDGETING AND FINANCE: BOOKKEEPING AND AUDIT.

FRAME 89

The City Clerk tells you that he is sending out a memo the next day

to all department heads, giving them the budget calendar, or budget time

plan. The time plan establishes the deadline dates for different phases

in the budget process. The reason for a budget time plan is that the

city departments are required to: (Check the best response.)

1. demonstrate to the voting public that the city

government is organized and businesslike in its

budget management duties.

2. have all city employees submit written reports on

haw they plan to spend their working hours.

3. prepare, submit, and carry out their budgets

within certain dates.
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FRAME 90

Following a time plan is only one of the requirements you must meet

in your budgeting activities, the City Clerk explains. Some budget

fuis are appropriated for specific items or a specific category of

items, and usumlly you will bp required to use them for only those items.

As an example, if you were given a sum of money for the specific purpose

of buying a siren, you could use it for: (Check the best response.)

1. salaries.

2. office supplies.

3. buying the siren only.
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FRANE 91

The City Clerk continues his discussion of budgeting by saying, "So

you must, as a rule use funds for only the items for which they were

requested. Also, you must not exceed the amount appropriated. You

don't spend money you don't have, and you have only what is allowed in

your budget. Take the case of the siren. Let's say you have a long-

range plan to get a number of sirens, one a year until you have all you

need, and you budget accordingly. During one year, a deal comes up

whereby, if you buy two sirens you can get them both at a much cheaper

price. You ould (Check the best response.)

1. not go beyond your budget and buy two sirens with-

out specific authorization to do so."

2. buy a dozen, since they are cheaper when purchased

larger quantities."

borrow funds from another department to cover the

extra:expense."



FRANE 92

You are learning a great deal from the City Clerk. You ask, "Haw

are the funds accounted for? Is it your job to audit my accounts?"

He answers that suitable accounting for public funds must be made,

so l cal governments usually hire someone to come in and audit all of

their accounts. He doesn't do it himself, but he assists the auditing

firm in whatever way he can.

"When the audit is being conducted, he adds, "I will let you know

the day that your accounts will be audited. You should: (Check the

best response.)

1. make it a point not to be available,and save your-

self a lot of inconvenience."

2. just not volunteer any information, because you

might say the wrong thing."

be available in case any additional infoxtion is

needed from you."

2 3 7
259

. .



FRANE 93

The City Clerk tells you another thing which does not come as a

complete surprise. In cases where the city receives Federal funds for

any purpose, those departments which get such funds are subject to audit

by both the State and Federal Governments. This applies to such things

as equipment, salaries, travel- nnything for whicn Federal funds are

used.

You are thoughtful for a moment, considering the point, because you

are: (Check the best response.)

1. wondering whether you can find a way to avoid

giving an accounting to the State and Federal

Governments since you do not find the prospect

pleasant.

2, hoping to qualify your city for Federal Matching

Funds for civil defense equipment and other

expenses, and knowing how to prepare for such

audits is important.

. w,)ndering why the City Clerk would even bother to

mention this when he is so busy and you will

probably not be involved with Federal funds.
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FBAME 94

You express to the City Clerk your intention to try and prepare well

for Federal audits. He reassures you by saying, "If you remember a few

simple things you won't have any problem not with the city audit nor

the Federal one. The first and foremost rule is: (Check the best

response.)

1. never volunteer any information.

2. always obtain and file a receipt for any money you

spend."

3. just be a little smarter than the auditor."
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FRAME 95

The Clerk goes on: "If you cannot have the receipt because it must

be in someone else's office, then keep a copy of it, o- at the verY

least, a note in your files saying where the receipt is. The second

important rule for you to remember in your accounting for the funds

which you have been given is that you should keep information on the

items you purchaseinformation like the date purchased, from whom,

cost, date paid, maybe even the check number. It is even best to keep

this by categories, such as equipment, office supplies, and salaries.

Another point is that doing this helps you to control funds and not run

out of money before the year is over. All in all, the main thing is

that your records should be as simple as you can make them and yet

adequate enough for.- you to be able to get quick information from them

on: (Check the best response.)

1. the money you had, the money you have spent, and

the money you have left on hand."

2. the quality of items which the city has purchased

throughout the year."

3. whom you contacted prior to obtaining any items

which you have listed."
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FRANE 96

"When you keep simple but adequate records," the City Clerk con-

cludes, "then annual or other periodic reports are So much easier to

prepare. Your periodic reports will include your courses of training,

where you travelled, where you gave speeches, your activities and
0

accomplishments. Also, in an annual report you include what you spent

for the year in each category, so you can compare what you spent with

what you are requesting for the next year. You can see, then, that

you get help from an annual report toward: (Check the best response.

1. convincing the City Commission that you do enough

in nine months to warrant a three months vacation."

2. your budget preparation for the next year."

3. justification for a salary increase for yourself."
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FRAME 97

The City Clerk's final remark of the interview is: "I guess what I

really want zo leave with you is the basic thought that an annual report

can work for you in your b-dgeting. If an annual report shows that you

have used well, and for tbe purpose requested, the money which was given

to you, it will do much to: (Check the best response.)

3 .

help you to obtain your future budget requests."

make you the envy of all city departments."

be a sure guarantee that you will be successful."

2 2
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FRAME 98

(Check the items below which you should do in bookkeeping and

audit, as they relate to your budget.)

. Prepare submdt and carry out your budget within

certain dates.

2 Keep simple records of the money you had, the

money you have spent, and the money you have

left on hand.

3. Always anticipate what alAitors will ask and

avoid giving as much information as you can.

4. Always obtain and file receipts for money

spent.

5. Use funds only for the items for which they were

appropriated.

6. Always buy what you really need for emergency

operations whether you requested money for it

or not.

7. In expenditures, stay within the limits of your

budget.
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FRAME 99

(You have learned that you have certain areas of budget responsibil-
ity and a number of tasks or governing rules related to those areas.
Match the areas of budget responsibility below (a, b, c, d) with the
budget tasks or rnles (1-10) which follow them. Place the letter of
the area of responsibility in the blank before the task or rule which
is most closely related to it.)

a.

b.

C.

d.

Areas of Responsibility

Budget planninggathering information on the
in your jurisdiction.
Budget preparation and justificationwriting
with descriptions and explanations.
Budget presentation--oral presentation to the
body.
Budget bookkeeping and audit.

b et process

up your budget,

budget review

BUDGET TASKS

1. Study history of budget process in your local government.

2. Set up controls so you don't exceed your budget appropri-
-ation.

Personally explain further your written budget request.

4. Determine who in your local government has responsibility
for coordinating preparation of the final budget request
for all departments.

5. Write the budget in the required format.

6. Write a description of whac you need, why you need it, how
it will be used, and what will result if you don't get it.

7. Spend funds only for the items for which they were requested.

8. Keep records of money you had, the money you spent and
the money you have left.

9. Keep receipts for money spent.

10. Assist the department heads, as required with the it ms
in their budgets which are for emergency operations.

END OF UNIT IV
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UNIT IV--BEST RESPONSES

FRAME/RESPONSE FRAME/RESPONSE FRAME/RESPONSE LizmELEE2E2NEE

1. 2 19. 3 35. 2 53. 3

2. 1 20. 2 36. 1 54.

3. 2 21. 2 37. 3 55. 2

4. 3 22. 1 38. 3 56. 1

5. 2 23. 3 39. 1 57. 2

6. 1 24. 3 40. 2 58. 3

7. 3 25. 2 41. 1 59. 1

8. 3 26. 1 42. 1 60. 3

9: 1 27. 1 43. 3 61. 1

10. 3 28. 1 44. 3 62. 3

11. 2 29. 2 45. 3 63. 3

12. 3 30. 1 46. 1 64.

13. 3 31. 3 47. 2 65. 3

14. 1 32. 3 48. 1 66. 2

15. 3 33. 1 49. 1-d 67. 1

16. 2 3 2-e 68. 1

17. 1 4 3-a 69.

18. 1 6 4-h 70. 2

2 7 5-b 4

3 9 6-f 5

6 10 7-c 7

7 12 50. 3 8

9 13 51. 1 71. 2

10 34. 3 52. 1 72. 3
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FRAME/RESPONSE

UNIT Tv--BEST RESPONSES (Continued)

FRANIE/RESPONSE FRAME/RESPONSE

73. 1

74. 1

9-d

5 10-b

75. 3 89 3

76. 2 90 3

77. 3 91. 1

78. 3 92. 3

79. 1 93.

80. 2 94. 2

81. 3 95. 1

82. 1 96. 2

2 97. 1

98. 1

5 2

6 4

8 5

lo 7

11 99. 1-a

83. 3 2-d

84. 1 3-c

85. 1 4-a

86. 3 5-b

87. 2 6-b

88. 7-d

8-a
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THE CIVIL DEFENSE DIRECTOR COORDINATOR:
AN ORTENTATION TO THE POSITION

UNIT IV TEST

TEST TYPE: Multiple Choice

NUMBER OF QUESTIONS: 20

VALUE OF EACH QUESTION: 5 points

DIRECTIONS:

1. Locate your student number on the cover of this textbook.

2. Select an answer card from those included in your instructional
materials and enter your name, address, zip code, STUDENT
NUMBER and UNIT NUMBER in the spaces provided on the card.

Each test question is followed by four possible responses.
The questions are designed so that more than one of the
four possible responses may appear to be correct. However,
in each question there is one response which is better than
the other three. Select the one (only ONE) which best
answers the question. Make our selection on the basis of
information riven in Unit IV, not on the basis of your local
situation.

4. Mark the answer you have selected on the answer card, using
a soft lead pencil. Make a heavy mark completely covering
the space between the lines of the answer you select. For
example, if your answer for the first question were "-
you would mark the answer card as follows:

a

1.

mmilwro

5. Mail the completed answer card; it is self-addressed and
postage paid.
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1. A group of Coordinators are discussing their budgeting experiences
as local Coordinators. When they ask you what you think the role of
the local Coordinator should be in the budgeting process, you say:
"The best action for me to take is to:

a. do only those things which are traditional in my city_for a
Coordinator to do in the emergency operations budget."

b. initiate efforts to influence the budgeting process to the
advantage of emergency operationseven if it means educating
my superiors."

recognize that there is little I can do, and not be frustrated
or discouraged by the fact."

use whatever means are required to force budget action as I
see it for emergency operations."

2. Shortly after your appointment as Civil Defense Coordinator, you
dictated and signed a memo calling all department heads to a
meeting on planning for emergency operations. For you to take
the initiative in sending such a memo was:

commendable, if the department.heads understood from the
Chief Executive that this was the way in which you were to
function.

b. commendable, if the Chief Executive agreed that this was the
way in which you were to function.

c. regrettable, because the department heads would probably resent
the memo.

d. regrettable, because the Civil Defense Coordinator never calls
a meeting of department heads by means of a memo aver his
signature.
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When the Police Chief hears that you are planning to organize a
Civil Defense Advisory Council, he objects on the basis that
citizens should not be encouraged to tilink they can take Direr the
management f local government in an emergency. He argues that
local government officials get paid for doing that. When you see
how upset the man is, you decide to:

a. agree a_nd recommend to the Chief Executive that the idea to
form a Civil Defense Advisory Council be temporarily shelved.

b. agree that local government officials are employed for the
reason he gives, but that citizens also have a responsibility
to understand what is involved and make recommendations.

agree that he is right but that a Civil Defen
is needed in spite of the risk,

Advisory Council

d. be very tactful as you disagree with his entire argument and
insist that a Civil Defense Adviory Council be formed.

4 During a planning meeting, the department heads are complaining
about taking time to compile and turn in lists of their resources.
The Police Chief says, "I know all of the equipment, men, and
other resources within my department, and the other department
heads know theirs. We don't need lists." You say:

a. "If that is the case, we have saved ourselves some work."

b. "We can't cope with disasters as separate departments, but
by coordinating the use of the total resources within the city."

C. "Let's check that outhowmany:men do you have in squad cars
in the city today and haw many would be free to be assigned to
an emergency?"

d. "All of the people with experience in emergency planning- and
operations stress that resource lists are a must, so they are
important for us to have."
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5. You hare your first meeting with the Mayor to let him know you will
take thc Civil Defense Coordinator job for your city. In telling
your wife about the meeting, you say you found out that you report
to the M,tyor by means of a monthly written report. Also, there is
au office set up for you in the City Hall with a secretary.
However, you forgot something which you should have made sure about
in this initial interview. You should have asked whether:

a. you were to make an oral or written presentation of your budget.

b. there were any funds appropriated for civil defense functions.

c. the cit:r prepares its budget on a calendar or a fiscal year
basis.

d. you present your request for funds to the Mayor or the City
Clerk.

6. You budget for your secretary's salary an amount which you later
discover is half again that received by any secretary in the city
government. When you hear about this iMbalance, you think that:

a. the imbalance will not matter since Federal matching funds
pay half of her salary and she, therefore, costs the city
less than other secretaries anyway.

b. the request had little chance of being approved anyway, but
you felt it would improve your secretary's morale to know the
high value you placed on her work.

c. you should have checked what other departments paid their
secretaries.

d. the request should be approved, because of your secretary's
superior experience and ability.
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7. Shortly after you take the job of Coordinator, you call on the Fire
Chief, a gruff individual with a reputation for being intolerant of
civil defense. "1 need your help," you tell him. "1 have just been
appointed Civil Defense Coordinator to work with the city depart-
ments in making preparations for how we will function in a disaster.
T really know very little about how our Fire Department is set up,
or how it functions. I would like to learn these things from you..."
Approaching the Fire Chief in this way was:

a. contrary to the principles you have learned in this course.

b. a shrewd move, though you really had no interest in how the
Fire Department operated.

c. commendable, because he would probably appreciate your desire
to learn direct what you needed to know.

d. commendable, though a questionable use of time since you already
knew he was intolerant and uncooperative.

8. You talk with a new Coordinator at a State Association meeting. He
feels at a loss as to how to get started in his job. You say,
"The first thing that I did on my first day at work, in order to
learn something about both the past and present civil defense
programs in my community, was to:

a. talk with the department heads of the city government to get
the benefit of their ideas and knowledge."

b. call at the local radio, TV, and newspaper offices to get copies
of their news releases on local civil defense."

o read all the parts of the Federal Civil Defense Guide which
had."

d. go through the files and documents I found in my office."
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9. The Chief Executive directs you to budget for additional communica-
tions equipment for the city's temporary Emergency Operating Center.
Being new in your position, you are not sure how much or what kind
of equipment to list in the budget. You decide to:

a. hold a meeting of communications representatives from the Fire
and Police Departments, ham radio operators, the radio station,
and the telephone company, and then budget on tts basis of
their recommendations.

delegate to the Police Chief the responsibility for budgeting
for the communications setup, asking him to work closely with
tne Fire Chief, since both departments hnve communications
centers.

read up on communications equipment, analyze the temporary
Emergency Operating Center and the emergency operations plan,
and then make a judgment on your own and budget accordingly.

d. have the Chief Executive call a meeting of all department heads
at which time several companies can demonstrate all of their
different types of equipment and models. You will then budget
what the group recommends, thus spreading the responsibility.

10. You worked hard encouraging all government departments, private
organizations, and industries to write plans for emergency opera-
tions. When the temporary plans were done, the Fire Chief said,
"We have all outlined how we will operate and the plans look good.
Now we can relax a little." You could not relax because you knew
that first:

a. the plans would have to be tested.

b. a great deal of editing would have to be done on the plans.

c. the format of the plans would have to be standardized.

d. the resource lists which the plans contained should be checked
against resources listed in the yellow pages of the phone book,
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11. You work one morning getting ready for a meeting the next morning
with the State Operations Officer. Ile is coming to help you prepare
for a briefing of city officials you are to give the next evening.
The Fire Chief calls and asks you to go with him to the State Agency
for Surplus Property on an important but hurried trip. Reluctantly
you go, getting back too late to finish preparing for your meeting.
You decide your problem is that:

a. you do not set priorities for yourself.

b. you have too much to do.

c. other people impose on your time.

d. you cannot refUse requests by department heads.

12. One day during heavy rains mud slides occur on same of the hills in
your city. The houses perched on their heights are destroyed. Your
government was taken by surprise and was unable to rescue the victims
involved. The city would not have been unprepared if:

resource lists of equipment within the city had been available.

you had studied the disaster potential of your city and planned.

c. the department heads had understood search and rescue techniques.

d. the city's resources had included rescue equipment which was
prepcsitioned.

Sane'Civil Defense Coordinators are discussing whether or not job
descriptions are important to their jobs. Your reaction is that,
for Civil Defense Coordinators,:

job descriptions might sometimes prove to be important.

b. job descriptions eliminate many misunderstandings.

c. whether or not they have a job description should not
affect their job.

d. too much emphasis is usually put on formal job descriptions.
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iLi.. The discussion among the Coordinators went to the question of the
Coordinator's authority. One man said that the Coordinator's
authority should be spelled out in the civil defense ordinance.
You said that as far as the Coordinator's function was concerned
having his authority spelled out in the ordinance:

a. was the only Important thing, because it made his function
legal.

b. could be relatively unimportant, because so many provir'ions of
ordinances were virtually ignored.

c. shared importance with having the authority spelled out in
detail by the Chief Executive for the department heads.

d. was impprtant but probably contributed little to his performance
on his job.

15. The Chief of the Welfare Department requests that the local chapter
of the Red Cross be represented at a meeting which you are holding
with the department heads to consider the city's emergency opera-
tions plan and procedures. You react to his request by:

objecting, because planning for emergencies is the responsi-
bility of local government.

b. objecting, because too many people at a planning meeting will
delay progress.

c. agreeing, because you .don't want to kill the Welfare Chief's
interest in the meeting and the Red Cross iS a quasi-government
agency anyway.

d. agreeing, and asking the other departments also what people
from private organizations they want at the meeting.



16. Another Coordinator challenges your statement that you are a
coordinator first, last, and always. "Give me one example,"
he says, "of how yaa operate, officially, as a coordinator in the
budgeting process?" You reply:

"I help the City Clerk pull the city budget into its final
form, after it is received from the departments."

b. "I review the budget requests of all departments after they
are turned in to see whether they have included any items
which I should have budgeted for."

c. "I help the departments with budget items which they need for
emergency operations."

d. 'When the departments are preparing their budgets, I coordinate
between them to make sure there are no overlaps in their
budgets."

17. You visit a food manufacturing company in your city to encourage
the company to prepare lists of the resources they would have
available for emergency operations. You are ethharrassed when the
President interrupts yaa to say that the Chief of the Welfare
Department has already made this request of him. You think that:

a. the department heads should contact you before they make this
kind of call upon organizations in the private sector.

b. you may have difficulty when you visit other organizations,
since you have no control over the department heads.

c. the Chief of the Welfare Department probably contacted the
President of the food company because they were personal
friends.

d. you should have agreed with the department heads as to who
would do what.
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18. While your books are being audited by the OCD Regional auditor, you
cannot find a receipt for money spent on a siren. Finally you
discover that the Fire Department has the receipt, because you
budgeted joincly for the siren, and the major portion of the payment
had come from their funds. The thing of main importance which you
learn from this experience is that:

a. Federal audits serve the useful purpose of keeping you on your
toes.

b. you should have a receipt for all payments in your files, or a
note as to where the receipt is.

c. the department spending the most money for an item keeps the
receipt.

d. you should have two sets of files with duplicate receipts in
all cases, so that you are protected if one gets lost.

19. Soon after you are appointed Civil Defense Coordinator, you have
a personal visit with each department head. You ask each of them:
"How WAS your department involved in the flood the city had two
years ago? Did you have any emergency functions? Any problems?"
Your main reason for these questions is to:

a. find out whether or not the man understands how his department
functions.

b. show that you are aware of the disaster potential of the
community.

find out what the concept of emergenc- operations is in the city
government.

d. use then as a means for beginning to get acquainted with the
department heads.
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20. When the call comes for your first civil defense budget preparation,
you realize that you have to state more than a year in advance what
funds you will need. You say to yourself: "I will:

a. list the recurriiig items which I know, like salaries and other
regular expenses, and then make a reasonable stab at estimating
what we will need for equipment etc."

b. look at past civil defenoe budgets, and also at
other departments, and estimate on the basis of

c. first break my work down into time segments and
expect to get done in each; then I will be in a
to estimate my budget."

d.

the budgets of
those budgets."

plan what I can
better position

ask the Budget Officer who is responsible for putting the total
city budget together to make these first estimates for me,
based on what he knows of the city."
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-.MIT 5
rAFF COLLEGE OFFICE OF CIVIL DEFENSE * DEPARTMENT OF DEFENSE

SUPPORT:

.Where Do I Go
for Help?
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UNIT V. SUPPORT: WEERE DO I GO FOR HELP?

A. To people.

1. Local people. (Frames 1-19)

a. Individuals in the community.

b. Groups and organizations in the community.

2. State people. (Frames 20-26)

State Civil Defense Ageicy.

State agencies with civil defense responsibilities.

State associations of Civil Defense Coordinators.

. Federal people. (Frames 27-34)

a. Federal Regional) civil defense personnel.

b. Other Federal agencies with civil defense responsibilities.

B. To publications.

1. State civil defense publications. (Frames 35-36)

2. Office of Civil Defense publications. (Frames 37-43)

C. To training and education.

1. State and local training courses. (Frames 44-47, 52-54)

2. Home study courses. (Frames 48, 49)

3. Office of Civil Defense Staff College resident courses.

(Frames 50, 51)

(SUGGESTED BREAK: FRAME 3)1
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UNIT V. SUPPORT: WHERE DO I GO FOR HELP?

"Many-hands make light work." This quotation maybe for some

people only a timeworn phrase with a commonplace thought. But you, as

a Civil Defense Coordinator, know well the c,mitinuing truth which the

words contain. Your very title carries with it the idea that you do

not stand alone in the business of preparing your community to cope

with emergency situations. Rather, you coordinate the efforts of the

"many-hands" involved in the "work."

As you, have progressed through this course you have learned, some-

times indirectly,a few sources from which you may obtain infoination,

guidance, or technical assistance. Now, Unit V, the final unit of the

program, will point out more specifically some of the kinds of help

Which you can get from:

1. people--the people in your community, or in the localp

State, and Federal governments;

2. publications; and

civil defense training ad education.
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V.A.1.. THE HELP AVAILABLE LOCALLY.

FRAME 1

You have only recently taken the Civil Defense Coordinator position.

One morning you sit at your desk thinking. "What do I really know,"

you ask yourself, "about such things as nuclear radiation, the monitor-

ing of radiological fallout, and the protection factor of shelters?

What do I really know about how this community should operate in an

emergency, like a flood or a tornado? What do T know about communica-

tions e ipment and procedures, about warning the people--e-an the

nording of the messages, let alone the method 1.,y which the people will

receive the messages? I don't know enough. If I am to serve as an

effective staff man to the Chief Executive, there is so much I must

learn, so much I must do. Can I do it alone? It seems to me that the

best procedure for me to follow is to: (Check the best response.)

proceed with my job, even though I must depend
only on myself, and feel assured I will be picking
up the information I need through the process of
trial and error as I go along."

2. just start out and hope that others will volunteer
the help and information I will need from time
to time."

request help from others--help in learning about
the things which need to be done and then help
in doing them."
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FRAME 2

Your thought continues: "OK, so where do I start looking for help?

I ought to start right here in my community, with the people who are

right here."

At this point your line of thought is interrupted as Mr. Boons

walks into your office. He is the Civil Defense Coordinator of a

neighboring city whom you have already met. After greeting you he

explains that he was in the city on business and dropped by hoping you

would be in. You tell him what you have just been thinking and say that

you would have caTled him soon anyway. Because of his experience as a

Coordinator, you had decided that you would ask him whether or not:

(Check the best response.)

1. there would ever be any relief from the nervous

tension involved in getting started in your job.

2. he would assist you with one of your first tasks,

the identiff_cation of the kinds of local people

who could help you.

he thought a Coordinator should start out his

job by trying to force the people in his

community to fulfill their dbligations as

citizens of that community.

2
286



FRAME 3

Mx. Boons replies, "We Civil Defense Coordinators ought to help

each other, and I will be glad to do whatever I can to assist you.

Yuu are wise to start with individuals right here in your own community,

if you are going to identify sources of help. Of course, maybe you

really should begin by organizing a Civil Defense Advisory Council,

or Emergency Council, and outlining the kinds of people from the

caununity that you would want as members. They should be people who

(Check the best response.

l. strong politicians."

2. community leaders and influential peopl

looking for an opportunity to be in the pliblic

eye."
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FRAME 4

You tell Mr. Boons that the County Ci il Defense Coordinator gave

you the same suggestion several days ago. His idea was that you should

begin working with your Chief Executive on organizing a Civil Defense

Advisory Council composed of leaders and influential people in the

community. So this was something which you had already started to do.

You now turn the conversation to another aspect of the problem of

locating people who can help you by saying2 "I also know that individual

employees within my local governmert can introduce ma to people in the

community who can perform different emergency services which the city

needs. Gsvernment employees know many people in the city who:

(Check the best response.)

1. can give needed help in special technical and

professional areas."

want some kind of a volunteer job in order to

feel useful, even though they may not be too

well qualified."

are inclined to get involved any time there is

a chance for palicity."
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FRAME 5

You acknowledge another source of help which many new Civil Defense

Coofdinators would have. You say, "Before he moved away from the city,

I went to see the man who had been the Coordinator before me. He gave

me a couple of good bits of advice, but I really didn't know enough at

that time to even ask the right questions. I am sure that if he had

remained in the city he would have been: (Check the best respons

1. checking on me from time to time to see whether or

not I was making the same mistakes he had de."

2. willing to give me more information on emergency

operations ia the city in the past as well as

what was going on in current programs."

3. telling me how glad he ..ms to be relieved of all

of the headaches which come with this job."



FRAME 6

"A former Coordinator can always be of help to new civil defense

personnel, if he is available," Mr. Boons agrees, "but don't under-

estimate the other sources of help which you have in the community.

There are a signific t number of individuals with special inte ests

like ministers or teachers, who can do a lot for you because they have

influence with many of the people in your city. For example, the

Superintendent of Schools could be of real help to you. He can get

instruction on emergency procedures into all of the schools, so that

the children of the community will know what to do in disaster. Also,

he will: :Meck the best response.)

1. help yaa reach the parents, through the Children

and through the activities of the schoo] system's

mRny PTA organizations."

2. probably-be so eager to have voice in this kind

of activity in the community that be may be hard

to manage."

3. Most surely be the best person to assist the city

departments with their tasks, like assisting the

Public Works Department with street repairs."
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FRAME 7

As Mr. Boons talks, ideas begin to take shape in your mind. You

say, "I am beginning to see some possibilities. It is true that the

Superintendent of Schools would be a good person for me to contact

because he can reach the children, and the parents through the children.

But there is another possibility I see.. He would also probably be the

one best able to get the school system and specific schools in it to:

(Check the best response )

1. arrange for regular speeches to be made to various

groups in the city on the mass medical care required

in disaster."

2. arrange for listr of available boats in case we

have another bad flood, like the last one Which

did so much damage here a year or two ago."

3. develop emergency operations plans for the schools

and to coordinate those plans with the city's over-

all emergency plan."
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FRAME 8

Your mind is racing. "Another thing, you continue, " be Superin-

tendent of Schools could probably eVen lead me to teachers in the school

system Who mIght be likely persons to teach some civil defense training

courses. Or he could lead me to: (Check the best response.

1. other specific school personnel Who will be needed

in emergencies to give Vie kinds of professional

assistance which they can do best."

2. those peopJe in the community who could help with

large mass feeding stations, or with the clothing

of the masses of survivors or displaced persons

after a disaster."

Individuals who would be anxious to be auxiliary

policemen, since teachers are used to telling

other people what to do and to instructing them

in how to do it."
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FRAME 9

Mr. Boons follows your wo ds intently. "You are right on the beam,"

he says encouragingly. "Now, in the same way in which you have identi-

fied the Superintendent of Schools and what he can help with best you

can also identify other individuals whose jobs give them a great deal

of influence with the people in your community. For example, the pastors

of the churches in your city probably are in a position to reach more

people in the community than any one other category of people can reach.

if you want certain programs pushed through public information, say,

might be a good thing sometimes to get the pastor-.; to help. So you

can see, once you have pinpointed the influential people, you can:

(Check the best respons

1. encourage them to help, showing them the things
which they are probably better able to do than
anyone else in assisting the city to cope with
emergencies."

2. direct them as citizens, to take certain jobs or
give certain amounts of their resources, because
no citizen should be allowed to shirk his duty."

determine what their total number is and hope
as time progresses that they will see on their
own what needs to be done and do it."
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FRAME 10

"And this leads me right into another point to be made on where

you get help," Nr. Boons volunteers further. "Contacting individuals,

as individual , is fine, if you need a specific skill at a specific

time. However, there are always a number of groups and organizations

in any community, also. You will want to include the ones in your

community, and their resources, in your city's disaster planning. Man

of these groups will be valudble to your emergency operations program

because they have: (Check the best response.)

1. enthusiasm for their own goals which will carry

over to your goals."

2. normal day-to-day programs which are closely

related to same of the tasks city government

will be doing during emergency operations."

3. surplus people eagerly waiting to be assigned to

any volunteer tasks you might want to give them,

which will easily solve all of your manpower

problems."
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FRAME 11

You reply to Mr. Boons: "1 believe I can anticipate what your next

suggestion is going to be dbout these community groups and organizations

with programs which are related to emergency operations. You are about

to say that: (Check the best response.)

1. we in city government are not unique in having

some unusual job to do during emergency opera-

tions, that many people have on-going programs

which are just as unusual."

2. private groups and organizations in the city'

can prdbably understand the jobs to be done

in emergency operations better than employees

of city government themselves can understand

those jobs."

3. since city government cannot do all of the

emergency jobs alone, it is a good plan to get

private groups to help with those tasks -which

are the most closely related to their ovn

group's programs."
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FRAME 12

"Exactly," Mr. Boons agrees. "Give any particular group those

emergency jobs which are related to the group's specific capabilities.

That is, give the group tasks with which it is already at least same-

what familiar. For example, a taxi company, or

company, would have the vehicles and 'know how'

transportation of people or things. So that is

used. Now, carrying the principle further, you

a storage and moving

to assist with the

where they would be

wouldn't seek help

with this same kind of emergency problem frame. restaurant association,

would you? Rather, you would seek help from the restaurant association

on something like: (Check the best response.)

1. directing traffic."

2. blocking off streets."

3. the feeding of people."

292 296



FRAME 13

You sit quietly and wait because you feel Mr. Boons has more on

this point. He does continue: "Now, you even go a step further in

this re1atin of emer enc assi entsto what the rivat or anizaticns

receiving the assignments can do best. That is, usually a city depart-

ment head would know better than anyone else what organizations and

gloups in the city would be the most able to help with the jobs in his

department. You don't step in, then, and just assign people to him.

No, you still function as a staff man, advising and coordinating, and

that de artment head should be the one to first identif and then

finallv assign snecific tasks to: (Check the best response.)

1. those organizations whose officers happen to be

close personal friends of his, whether the group'

acti ities have anything in common with his

department or not."

_2. those groups whose normal program operations most

nearly relate to the emergency operations

department."

any organization which has a talented enough

of his

leader to enable the organization to make a

worthwhile contribution to the city's emergency

operationS."
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FRAME 14

"You mean," you say, "that the Head of the Welfare Departmmt,

for example, would be the natural ore to work with the Red Cross, and

should work with him and let him make the decision," Mr. Boons nods

agreement. He says, "Take things like mass feeding and clothing

distrfbution which will probably be required after a disaster. These

kinds of jobs are: (Check the best respon e )

1. closely related to the regular activities of both

the Welfare Department and the Red Cross,. and they

could effectively work together on them, but the

h ad of the department is the best one to say /Rho

he wants."

2. areas in which the Red Cross might be capable,

but they would also probably be reluctent to get

involved, and the Welfare Department woula be

the most able to effectively prod the Red Cross

people."

3. areas in which the Red Cross has no experience,

but they have a willingness to learn which the

Welfare Department cuuld most effectively use."



FRAIM 15

"The theory sounds good," you assure Mr. Boons. "But yuu just

don't know my department heads and the load they carry. If I should

suggest that they do this work on top of everything else, they mould

spiral right up through the overhang."

Mr. Boons smiles, but he is not deterred. "Be a diplomatic staff

man," he replies. °Let a department head know that you understand

how-busy he is and that your plan is to get him help. Ask_him which

organizations are the most capable of helping him and how he sees

them as fitting into what his department has to do in an emergency.

Then, if he just can't do it, uggest that maYbe you could draft up

an emergency operations plan for each of the organizations he has named,

which would fit into his department's plan as he has suggested. You

would bring these plans yau dra:t to him for approval. You might also

suggest that you euuld go to the organizations and explain the whole

thing to them. Finally, you might suggest arranging a meeting b tween

the head of a particular organization, the department head, and you, to

finalize how they will work together in emergencies. You see, in all of

this, you: (Check the best response.)

1. hope that recognition for you results from all of
your hard mork."

2. are continuing to act in your role of Coordinator.

3. are really te-,:ing charge of the department heads
and prtvate organizations End are telling them
what they are going to do."
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FRAME 16

Mr. Boons continues: "Yes, the many groups and organizations in

a city can do a lot in emergency operations. Look at all of the medi-

cal, nursing, dental and hosAtal associations there are. They can

help the Health and Medical Department by making the medical and auxil-

iary personnel in the community available for emergency assignments.

Church organizations can help -with public information, shelters, shelter

stocking, and shelter management, among other things. Industries have

facilities, manpower, and resources. Labor organizations have influence

with their memberships. Then there are F. number of service organize-

tions,-each with its own unique capabilities. And there are special

purpose groups, like rescue units. The list of groups which can help

is long. Yet there is not one other place in an entire city, except

in your pmergency operations coordinator position, where: (Check the

best response.)

1. multiple copies of a list of the names of these

organizations can be typed up."

2. all the resources which are in that city are c r-

dinated into one overall emergency operations

capability."

3. these organizations can find a way to have a

voice in the city gavernment."
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FRAME 17

"First, last, and. always a coordinator," you murmur as M.o. Boons

pauses.

He nods and replies, "Yes, always a coordinator. These organi-

zat4'ms in your city may all have widely different kinds of resources.

And those resources maybe scattered over a wide geographic area.

This means that coordination: (Check the best response.)

1. o4s your city's total resources will probably be

one of the easiest jobs you will have."

2. is a great and continuing need in your community,

and you will have to work hard to achieve it."

3. probably alreaay exists in your community without

effort, and therefore, it need not receive too

much emphasis."
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FRAME 18

"I would like to reflect a moment on what we have been going over,

you say to Mr. Boons. "It seems to me we have pointed out some =por-

tant basic principles for Coordinators to follow in getting the help

which is available to them in their communities. First, during our

conversation just now, e have said that in any community help can be

obtained from these kinds of local people: (Check ALL of the correct

responses below. THERE ARE SEVERAL.)

1. individuals in the community with talents in

specisl technical and professional areas.

2. socially influential people from the State

Capitol.

. community groups and organizations.

4. individuals within local government.

5. former Civil Defense Coordinator for your

jurisdiction.

6. heads of the National Headquarters of Federal

Agencies.

7. representatives of industries located in other

cities who do business la your city.

8. experienced Coordinators of other jurisdictions.

9. community leaders and influential people.
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FRANI 19

"Now," you go on, "that was our first principle: we should iden-
tify those different kinds of people in a community who can give help,
identify the positions which need to be staffed, and then the person
in that position. Another basic principle we talked about was that
community people and groups should be asked to help in the areas where
they are best qualified to serve. In other words, we discussed some
of the kinds of things these different types of people could do best."

(Do tale following exercise covering the points made above. Place the
number of the type of individual (or group) from the first column in
the blank before the item in the second column with which he could
best help you.)

The People

1. Community leader with poSi-
tion Which gives him influence
over many people.

2. Experienced current Civil
Defense Coorditator.

Technical or professional
individual.

Community group or
organization.

5. Government department head.

6. Former Civil Defense Coordi-
nator in your jurisdiction.

The Job (Who could - o it best?)

Assist city department heads
with those emergency opera-
tions functions which are most
closely related to the regular
program activities of their
own group.

Identify those community
groups Which can best help
with the emergency activities
of his city deparUment.

Influence large groups of
people in the community to
support amergency operations
program.

..21W1Mr3,Give you experienced advice
and guidance on how to prc-
ceed in your job.

Assist individually in specific
technical or professional
areas.

Information on what has
happened in civil defense in
your community in the past.
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V.A.2. THE HELP AVAILABLE FROM THE STATE CIVIL DEFENSE OFFICE.

FRAME 20

"One thing in connection with what you have said worries me," you

confide to Mr. Boons, "and that is the idea that I will have to help

write emergency operations plans. I know nothing about writing such

planswhat format they should be In, what they should contain, how

they should be worded. Frankly, it really does worry me."

Mr. Boons understands your apprehension, under the circumstances,

but he reassures you. He says that there are State Civil Defense

people available to help you learn about emergency operations plans.

He points out that you: (Check the best response.)

1. ::eally won't need their help, even though it is

available; you should just sit down and start

writing.

2. should contact the State Civil Defense Office, for

information on the format and contents of emergency

operations plans.

3. should ask your budget review body to let yau

budget money for hiring somebody to do this part

of your job for you.
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FRAME 21

Your profitable visit with Mr. Boons draws to a close. You thank

him once more for the tremendous amount of help which he, an experienced

Civil Defense Coordinator, has freely given to you, a newcomer in the

field. After he has gone, you immediately phone and make an appoint-

ment for the next day with the Operations Officer of the State Civil

Defense Office. If your State had had State Area Coordinators, you

know you would have: (Check the best response.)

forgotten about the whole idea of going to the

State Civil Defense Office for assistance, because

State Area Coordinators resent reque ts for help

coming from local Coordinators.

2. considered yourself lucky not to have needed to

talk to your State Area Coordinator sooner, be-

cause he might think you were stupid if you had

asked for help even earlier.

3. made the appointment with your State Area Coordi-

nator, since he would have been the one especially

designated by the State Civil Defense Office to

help y_ .
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FRAME 22

You feel sure that the Operations Officer will be able to help you

learn the different kinds of guidance, assistance and information which

the State Ctvil Defense Office can give you. You know already, vaguely,

that they help with things like civil defense training, Federal matching

funds, surplus property, plans for emergency operating centers, commu-

nity planning for shelter use, the Program Paper, and information on the

Federal government agencies having Federal directives for responsibili-

ties in civil defense.

"They will help me in all of these areas," you say to yourself,

"and I am sure I have listed only a small part of the assistance the

State gives local jurisdictions. Tomorrow I'll find out what some

other areas are, as well as get more information on these I have listed.

The thing of it is, probably sie people at the State Office are ex-

perts in one of these program areas, and others are expert in other

areas. It seems as though it would make the most sense for me to:

(Check the best response.)

just be free to call the same person all of the

time, regardless of who works in what area."

2. know which State person I shoilld contact at any

one time, depending on the particular problem
I had at that time."

call the State Civil Defense Director himself
whenever a prdblet cates up, and let htm decide

personally who shOuld help me."
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FRAME 23

"After all " you reason, "if the procedure which the State Office

wants followed is that I contact only one person, regardless of the

nature of my problem, then that is OK with me. Or if I am to contact

different people according to the nature of my different problems then

that is OK, too. But I ought to know what their procedure is in order

to: (Check the best response.)

1. eliminate overworking my secretary in making need-

less calls to the State Civil Defense Office."

2. work efficiently and cooperatively with them."

3. be able to get around their rules and regulations

better.
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FRAME 24

Your private planning session is not over. You think, "I will go

back to my habit of making lists of the things I need to do. This time

it will be a list of the items I want to ask the Operations Officer

about. First on my list is this: if some Federal gmernment agencies

have Federal directives delegating certain responsibilities in civil

defense to them then maybe some State agencies also have such responsi-

bilities. I had better write a note to ask the Operations Officer

whether or not: (Check the best response.)

1. my attitude of -anting to cooperate with the State

in their procedures is of any benefit to them or

me."

2. the Federal government has any authority over

State agencies in the area of civil defense."

3. any State agencies have civil defense responsi-

bilities and if so, how that affects my job here

in my city."



FRAME 25

You remember also that you once heard the County Ctvil Defense

Coordinator mention some meeting which he had atended. You remember

it as having been a statewide meeeing with many local Coordinators

present. Now you become aware of the significance of such a meeting.

"My next ite " you think, "will be a note to ask the Operations

Officer whether or not: (Check the best response.)

1. my County Civil Defense Coordinator could possfbly

have attended such a meeting."

2. there are statewide meetings for local Coordi-

nators maybe an association of some kind, and

how I would benefit from belonging to the associa-

tion."

the County Coordinator is a person whose judgment

is to be trusted, so that I can make up my mind

if the meeting he attended was really worthwhile."
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FRAME 26

The next day you talk with your secretary'before leaving for the

meeting with the State Dperations Officer. "Please ask him some

questions fOr me," she requests, "on the forms which I need to fill

out periodically and send in to them. I am not sure just which ones

they want, nor how often they want them. I know the State Civil Defense

Office helps local Coordinators learn how to complete the administrative

fouis, records and reports which the State requires. In fact, the

State Civil Defense Administrative Officer told me that he would be

glad to show me how to do them some day if I could come up. And I

would like to know e a tly how to do some of the things which we have

to send in to them routinely."

You reply, "I really think you should: (Check the best response.

1. go to the State Office with me, because it will

give you an opportunity to get acquainted and

learn a great deal."

2. be able to handle all of your business with them

on the phone."

3. drive up some day on your free time and talk with

the secretaries in the State office about the

forms.
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VA.3. THE HELP AVAILABLE FROM FEDERAL REGIONAL) CIVIL DEkENSE
PERSONNEL.

FRAME 27

Your secretary is pleased to be able to go with you and learn how

to do the reports and records which are required by the State Civil

Defense Office. During the trip to the State Office, she reminds you

of something import t. "Isn't it true," she ask "that if we want

help from the OCD Regional Office we are supposed to: (Check the best

response.

1. call them on the phone directly, using a code num-

ber for the call?"

. go through the Sta e Civil Defense Office with our

request?"

3. send them a completed foi m requesting the help?"
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FRAME 28

You tell your secretary that you surely are supposed to go through

the State Civil Defense Office if you want to request help from the

OCD Regional Office. You are glad she has mentioned this because it

reminds you to ask the Operations Officer: (Check the best tesponse )

1 what good it is to have an OCD Regional Office if

you can't call them when you need to talk with

them.

_2. what OCD Regional personnel there are a-reliable

for help to local jurisdictions and what kinds of

things they help with.

Who made the rule that local jurisdictions were

to go through the State Civil Defense Office to

contact the OCD Regional people.
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FRAME 29

"I know," you say as you continue the conve sation with your se re-

tary, "that there is an OCD Regional Field Officer assigned to our

State. I also know we have to go through the State Civil Defense Office

to contact him, but I am not sure what he is supposed to do to help us.

Believe me, when we go home later today, I am going to know: (Check the

best response.)

1. exactly what the Regional Field Officer can help u

with."

2. why it is that there is only one Regional Field

Officer assigned to a State."

3. why in the world we in our city haven't even

had a glimpseof that Regional Field Officer to

this day.
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FRAME 30

"There is another thing I would lik to know," your secretary

responds, "and that is just what the Regional Training and Education

people do. I read in an old OCD Annual Re o t which I found in the

office the other day that there is something called a Training and Edu-

cation Program which is nationwide. Probably what the Regional Train-

ing and Education people do is: (Check the best response.)

1. give States and local jurisdictions help with

training.and education for Emergency operations,

but does that mean they come out and teach the

classes themselves?"

2. work there in the OCD Regional Office without

much idea, really, of what training and education

for emergency operations the cities and counties

actually need."

3. educate us on Program Papers. At least whatever

they do, it most likely isn't any more related to

what our prdhlems are than the Program Paper is

related to their work."



FRAME 31

"No," you answer, "1 am sure the OCD Regional Training and Educa-

tion people do riot teach the classes themselves. But they prdbably

assist us in those activities, just as the Regional Office gives

technical information and assistance in so many areas. However, OCD

isn't the only Federal agency with programs which affect our local

emergency operations. We will get the State Civil Defense Office

people to clue us in on What all of the Federal agencies do. The Office

of Emergency Preparedness, for instance, has something to do with assist-

ance in natural disasters, and the Department of Agriculture under-

stand, has worked for many years in rural civil defense. We need to

find out from the State Civil Defense people What Federal aid is avail-

able for natural disasters and how to go about getting it. An example

of something along this line which I have been wondering about, too,

is whether it is true that there is such a thing as Military support

for civil defense. We'll find out about all of the Federal agency

programs and possfble Military support from the Operations Officer.

It would be a mistake, for us to: (Check the best response.)

1. act too interested, though, in the work of Federal
agencies and the Military, because the State people
would probably get the impression that we want
Uncle Skm to di6 everything for us."

2. really expect the State Office to take the time
to brief us on anything other than just what would
benefit their personnel directly."

neglect to learn what Federal assistance is avail-
able to us, in any form, and to make the best use
of it."
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FRAME 32

"I have a list of items there in my brief case which the State Civil

Defense Office can help us with," you tell your secret " d we have

mentioned others. We haven't covered eVerything, that is certain, but

get the list and let's review it together. You can add any I don't

have down." Your secretary checks the list. (Check ALL correct

responses. THERE ABE SEVERAL. Review frames 20-31, if necesSary.)

1. The writing of emergency operations plans.

2. Program Paper completion.

3. Information on State associations of local Civil

Defense Coordinators.

4. Training, Federal matching funds, surplus property,

emergency operating center plans, community,shelter

planning and other amergency operations programs.

5. Names of people in your community who can help you.

6. State agencies with civil defense responsfbilities.

7. Completion of administrative forms, records and

reports.

8. Information on Federal personnel and agencies

available to help local jurisdictions with emer-

gency operations programs.

9. Military Support to Civil Defense.
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FRAME 33

"That list is good enough to start with, at least," you decide,

'iyut let's just be more specific in the last item, the one having to

do with information on Federal personnel and agencies available to

help. We said the State Office could: (Check ALL correct responses.

Review frames 27-31, if nee ssary.)

_1. acquaint us with what OCD Regional Office personnel

are available to help and What they can help.with.

2. help us avoid Federal regulations which might slow

up our planning for emergency operations.

serve as a channel through which we contact the

OCD Regional Office for help.

give us information on all Federal agencies with

programs which affect our local emergency opera-

tions, including Military support.
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FRAME 34

"MaYbe we ought to review one more thing;" you continue. "I be-

lieve as we talked we identified some valuable principles on how we

should operate with State and Federal people. Why don't you write

them down, too, just to fix them more firmly in our minds?" As you

review the principles together, she writes: (Check ALL correct re-

sponses. THERE ARE SEVERAL.)

1. The State Civil Defense Office is one of the first
places we should go for help--if they can't give
the help we need, they can point us to the people
who can help.

2. We would get help from our State Civil Defense
Office through a State Area Coordinator, if there
were one in our State.

. The State Civil Defense Office will have procedures
we should follow in seeking help from them, in
order to work effectively and cooperatively with
them.

It is beneficial for the administrative personnel,
or o_ 'ice staff, in the local civil defense office
to have the opportunity to visit the State Civil
Defense Office.

The State Civil Defense Office dictates in detail
what a,local jurisdiction may or may not do in
-emergency operations, rather than providing willing
assistance and guidance.

6- Contacts of local Civil Defense Coordinators with
the OCD Regional Office Should be made through the
State Civil Defense Office.

(THIS IS A GOOD TIME TO TAEE A SHORT BREAK.)



V.B. THE HELP AVAILABLE THROUGH PUBLICATIONS.

FRAME 35

You and your secretary arrive at last at the State Civil Defense

Office. While she is talking to the Administrative Officer about topics

related to the work she does, you go over your complete list of items

with the Operations Officer. When you have finished discussing all of

the items, the Operations Oflicer remarks to you: "There are a couple

of other things I would like to mention at least briefly. One of them

is the help which you can get from some pUblications which are either

mailed to you routinely, or are yours for the asking, First, for all

practical purposes, probably the most important of these to you is the

State published Local Civil Defense Coordinator's Manual. Now, all

States do not have such a manual. Our State does. We hope you will

use every bit of information it contains that will help you in any way,

whether that information is concerned with Federal matching fund sin--

plus property, training and education, or whatever. Another thing the

State Civil Defense Office does is to: (Check the best response.)

1. require that you read all of the materials coming
to your office Which appear to be official pabli-
cations."

_2. urge you to become familiar with All of the
directives, information bulletins, technical
bulletins, etc., which come to you from either
the State or Federal governments."

refuse to publish materials to help local Coordi-
nators, if there is evidence that the pUblications
are not read."
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FRAME 3

"In time you will know these directives, information bulletins,

technical bulletins and other official documents well and know the types

of information they contain," the Operations Officer continues. "The

Lmportant thing is to: (Check the best response.)

1. determine how they affect your planning and your

programs and then have them working for you by using

the information they provide, rather than gathering

dust in some isolated spot.

2. assemble them all carefully, in case you have the

time some day to look through them and see Whether

there is anything

. get your job done

itself, or assign

reading is a real

really worth reading."

and let the reading take care of

it to your secretary to do since

luxury these days."
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FRAME 37

"A good example of an important Office of Civil Defense publication

the Federal Civil Defense Guide (FCDG). It can have real meaning for

your entire emergency preparedness program," the Operations Officer adds.

"The FCDG is not put out just to clutter up your office. It represents

the very best thinking in Federal government on the advice and assist-

ance which the Federal government can give State and local governments

to help them with the tremendous task of preparing to survive in case of

a nuclear attack. Why, just the kinds of things the FCDG Covers sounds

like a WHO'S WHO for civil defense programs. You really should:

(Check the best response.)

1. try to convince yourself, psychologically, that

reading the _FinG is not difficult."

2. read every word of the FCDG almost Immediately."

3. make it an early habit to refer to the FCDG for

assistance in any technical, planning, program

development other area related to your job."
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FRAME 38

"I am glad," you tell the Operations Officer, "that you have talked

about the Fede:,-al Civil Defense Guide. Tv? have a copy in our office

and I have given my secretary instructions to be sure to keep it up-to-

date. I must confess that I have not read it all, nor do I always find

it the very easiest reading material, but: (Check the best response.)

1. I try not to get too sleepy when the time eagles to

go over some of the Chapters and Appendices."

2. I am conv_Lnced that nowhere in one place will I

find more complete printed guidance, and I can always

come to you if there is something in it T don't

understand."

3. maybe I should make the time somehow to read a little

of it now and then on a regular basis, just so I can

appear familiar wlth it when the Regional people come

around, if nothing else."
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FRAME 39

"There are other OCD publications you will find very usefUl," the

Operations Officer states earnestly. "Since you are just beginning in

this new field, I do not think you should be without them. Let me

mention three or four. There is a little guidebook prepared by the

American Vational Red Cross for the Office of Civil Defense. It is

called Communit Involv ent in Civil Defense 1-1-11-A. It Shares with

Civil Defense Coordinators the many years of experience which the Red

Cross has had in working with community resources to meet the needs

of communities in emergency.

You tell the Operations Officer that it sounds to you as though

the guidebook would: (Check the best response.)

no doubt be aiae to Coordinators in larger

jurisdictions but not to you.

2. probably give you some help with something you

had discussed with Mr. Boons, and that was how

to get private organizations in your city to

cooperate in emergency operations planning.

probably be quite technical in nature, and maybe

even harder to read than the Federal Civil Defense

Guide, but you could give it a whirl.
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FRAME Lto

You ask the Operations Officer to go on to mention the other OCD

publications which he thought would help you. He replies, "We can't

cover them all. However, there is a citizen's handbook on actions

they should take in case there is a nuclear attack or a natural disa ter.

It is called In Ttme of Emergency,_H-l4. This handbook supports the

idea that lives can be saved if people are prepared for emergencies

and know what to do when they aacur. %hough later you may want to

issue some additional emergency instructions specific to your city,

this handbook would be good: (Check the best response.)

l. right now for only your City Commissioners, since

they are totally responsible for all of the citizens

in your city and for what the citizens do In an

emergency.

2. for you to have on hand with the idea of calling

it to the attention of your Chief Executive some

day as being something he might possibly want to

read."

3. general guidance for all of your citizens to have

right now, because every person needs to know -What

to do to save himself and his family if disaster

strikes."
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FRAME 41

The arations Officer continues, "Then there is a booklet called

Civil DefenseA Vital Concern to PTA MP- . It suggests how PTA

meMbers can assist in protecting school
children from the effects of

major disasters.
Also, there is a labor leaders' briefing guide cslled

Labo s Bole in tate Coun and Local Civil Defense NP-48 which

will help you in your work with labor organizations.
And if you ever

have any meetings at which you want to show films, you will want a copy

of the Civil Defense Motion Picture Catal MP-6. These are only same

random examples of publications lAthich are yours for the asking. I will

give you a copy of the OCD Publications Index NP-20. It will: (Check

the best response.)

1. look very good in your bookcase beside the POW."

2. seem very technical to you but impress you never-

--
theless."

tell you -what OCD publications you can get and how

to get them."
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FRAME 42

"Of course," the Operations Officer states further, "Not every
pliblication which might be of use to you will be found in this one
index. For example, there is a publication, available from the
Government Printing Office, which I think gives a better overall picture
of what is happening in civil defense across the country than yau can
get almost any place else. Believe it or not, that publication is the
Office of Civil Defense Annual Report. The Annual Report is not same-
thing you would give to the ordinary citizen for quick reading on civil
defense but it will be helpful to yaa as a professional. Since you are
new to the ctvil defense management field, it will alert you to on-
going programg and give you useful information about them. Let MA give
yea an example. Did vou know that the Radio Amateur Civil Emergency
Service, known as RACES, is a national program whereby amateur radio
operators supplement State and local communications systems?"

When you shake your head to the contrary, the Operations Officer
continues, "Well, it is estimated that 35,000 or more amateur ladio
operators are participating in RACES today. It is likely ths
have RACES members in your city who can assist you by fi?li_16 emer-
gency communications positions, or give other communications help.
The point is, RACES is described in the OCD Annual Report, and: (Check
the best response.)

1. you would have been alerted to_the RACES program

by reading the Annual Report."

you may get so interested in reading the OCD

Annual Report that you will neglect ever3j1hing

else in your busy office."

I hope you will not wish I had never mentioned

any of these pliblications to you, if you find

that they take more time than you rea3)y. want

to give them."
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FRAME 43

You remark to the Operations Officer, "I have learned so much today.

I find I have to keep going back to summarize things to be sure.I am

not losing Important points. For example, just in what you have said

on publications you have nade me aware that: (Check the ONE CORRECT

response.)

1. there are helpful pliblications which are available

to local Coordinators but locating and securing

these pliblications Is difficult."

2. there are both State Civil Defense and Office of

Civil Defense publications Which ar svailable to

local Co=dinators aad I should make good use or

them."

3. the State Civil Defense publications which are

available to local Coordinators are for distribu-

tion to citizens; the Office of Civil Defense

publications are very technical in nature and are

not for distrfbution to citizens."
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V.C. THE HELP AVAILABLE THROUGH TRAIN-MG-AND EDUCATION.

FRAME 44

During your meeting with the Operations Officer, you have noticed

a booklet on his desk with the words Staff College, Office of Civil

Defense across the front cover. Since you have been discussing publi-

cations, you feel free to ask what this one is.

"This is the Course Catalog of the Office of Civil Defense Staff

College," he replies. "I am glad you asked because you are reminding

me of something else that I wanted to have the State Training Officer

discuss with you. He should talk with you about: (Check the best

response.)

1. whether you like the layout of this catalog which

has to do with civil defense training and educa-

tion."

2. the kind of paper and type which should be used

in printing civil defense training and.educa-

tion pliblications."

. the civil defense training and education which

would be of help to you in your job."
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FRAME 45

"Training and education is something we have never talked about

be o:re," you tell him, "but if there are some courses which will help

ne to my job done, I will gladly sit a while longer and hear about

them."

The Operations Officer then tells you that within your State there

is a training program called the Civil Defense University Extension

Program (CDUEP). Under this program, civil defense courses of class-

room instruction are offered through the extension division of one of

the State universities. The courses cover such things as shelter

management, civil defense management, radiological monitoring, the

radiological defense officer function, civil defense planning and

operations, and community shelter planning.

"As soon as the University publishes its schedule of courses for

this year," he assures you, "we will see that you get a copy. MaYbe

we mill be able through our State Training Officer, to work out some

plans for you to attend some of the courses. I guess it would be a

good idea for me to call him right, now and see whether he: (Check

the best response.)

can came in and taLlt, with you about the different
kinds of training and education which are wailable
to you."

2. is 5n lais office and working on training and educa-
tion."

thinks I should give you a copy of the Staff
College Catalog now or wait until later."
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FRAME 46

The State Training Officer comes in to meet you. He is brought

up-to-date on what you have been told so far on the MUER. The

Training Officer says, "The CDUEP courses will help you in many ways,

if you can manage to attend some of them. In fact, they are good

training for all people who hold emergency operations positions. You

are the one who selects the course which meets the training needs of

a person in a particular position in your city. This means that not

only are you eligible to attend MUER courses but also: (Check the

best respulise.)

1. your mayor may attend. it

2. your city comMission meMbers may attend "

3. anyone in your city may attend CDUEP courses,

if he has anemergency. assignment and needs

to understand better how to do it."
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FRAME 47

The Operations Officer interjects a new thought, saying, "There is
one thing offered under the CDUEP which will be of special interest to
you. It is Emergency Operations Simulation Training. Some day not
too long in the future you will be wanting to test your emergency opera-
tions plan to see if it really works. At the same time you are testing
the plan, you are also training the officials of your city in the pro-
cedures, the decision making, and all the other things which are in-
volved in the positions they fill while operating under that plan during
an emergency. Now, that is exactly what the CDUEP Emergency Operations
Simlation Training is all about. The University comes into a selectee_
city and conducts a simulation exercise. That is, they stage a mock
emergency, put the city's emergency operations plan into effect, and
use the city officials in the positions which they would have in a real
emergency. Thus the officials get trained and the emergency operations
plan gets tested. Of course, the nuMher of exercises which the Univer-
sity can hold in a year is limited. But even if such training is not
held in your colimunity this year, perhaps you can: (Check the best
response.)

1., observe one of these exercises in another commu-
nity, taking some of your officials along, and
get help this way in planning your own exercise."

be thankful that they won't be In your city,
because it iuvolVes a great deal of work on
your part when they do come."

assume a positiVe attitude about the Whole
thing and count the reasons -Why it is probably
better that they did not come.
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FRAME 48

The Training Officer emphatically agrees on the value of Emergency

Operations Simulation Training. "Me nwhile " he adds, "I understand

that you are currently enrolled in a Staff College home study course

for local Civil Defense Coordinators. That is good. Did you know

that there is also another Staff ColleL.home study course of programed

instruction? It is an orientation course called Civil Defense U.S.A.

tCDUSA). This course is: (Check the best response.)

_1. an orientation to the on-going civil defense

programs in the United States."

technical instruction for people Who want to

become experts in military defense of civilians."

a resume of what might have been done in civil

defense if Congress had appropriated the money."
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FRAME 49

Your interest picks up. "No, I didn't know about ODUSA," you reply,

"but if it is an orientation to civil defense programs, wouldn't it be

a good course for my secretary to take also?"

The Training Officer replies, "By all means. I will give you a

printed sheet of instruction on enrollment procedures before you leave

today. Really, CDUSA would be a good course for anYbo4 in your city

to take, if you can get him to enroll. It is a good course for: (Check

the best response.)

1. civil defense personnel only."

2. city officials only."

. the general public.7everYbody."
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FRAME 50

The Operations Officer enters the conversation again. He tells

the Training Officer that you had asked about the Staff College Catalog

but that he had not yet explained what Staff College was. The Training

Officer says that Staff College is an educational institution offering

resident and correspondence courses for civil defense personnel.

"I have brought along a copy of their catalog for you," he says.

"as well as descriptive material on the CDUEP courses. As far as

attendance at Staff College is concerned, I guess not all States have

the same policy. The policy in our State is that you may attend any

f the courses at Staff College which you need, if they are not taught

at our University. This is true, of course, providing the time and

finances can be arranged and that you can meet the course prerequisites.

This policy on attendance at Staff College applies not only to you, as

a Civil Defense Coordinator, but to: (Check the best response.)

1. almost any person mv might mention."

2. any of your citizens who have emergency assignments

and need training."

. people who don't really need civil defense training."



FRAME 51

The Training Officer suggests that you pay special attention to

the description in the Staff Calle e Cata1g on the Civil Defense

Career Development Program. He explains that this is a program in-

tended specifically for local Civil Defense Coordinators. The courses

in it are designed to help local Coordinators develop progressively in

their jobs, in understanding, judgment, and performance. He feels that

you, as a Civil Defense Coordinator, may: (Check the best response.)

1. doubt your importance, but you can be reassured

by reading about the Career Development Program.

2. want to be able to taIk impressively about the

Career Development Program.

3. want to enroll in the Career Development Program

eventually.
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FRAME 52

The Training Officer then adds, "But there is another whole area

of civil defense training which we haven't gone into very thoroughly.

This area includes the many civil defense training courses for the

general public. We did mention one, the home study course Civil

Defense, U.S.A. But there are other courses which are designed for

the general public. The difference is that these other courses are

offered as: (Check the best response.)

1. extra luxury items."

2. nice to know but not essential information."

3. classroan instruction, rather than home bt1.11.y."
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FRAmE 53

"Let me explain in this
connection " the Training Officer continues"that in our State we are fortunate to have a statewide public educa-tion program, the Civil Defense

Education Program. Not all Stateshave it, but we do. Several courses are offered under this program.Since we were talking about civil defense educa-ion for the generalpublic, let me emphasize one course in the Civil Defense
EducationProgram which is just that. It is called Personal and Famil Survival.This survival course is twelve hours long and it teaches adults how to:

(Check the best response.)

1. be interested in person 1 things."
2. improve their

protection against the effects of
a nuclear attack."

sit for twelve hours in a classroom and listen
to a subject being

discussed."
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FRAME 54

The Training Officer concludes hi remarks on civil defense train-

ing and education by saying, "There are other organizations which we

have not named specifically which offer public education courses that

are related to civil defense and survival. We will be giving you more

information on these courses as soon as you are ready for it. The

courses Include: Medical Self-Help, First Aid, and Cam f the Sick

and In'ured. They are especially designed to: (Check the best

response.)

1. favorably tmpress the general public 1,;th the way

that civil defense is managed."

2. develop the emergency skills of all citizens who

take them."

3. use up excess public funds in a constructive way.



FRAME 55

As you prepare to end your visit with these two helpful men at
the State Civil Defense Office, you smile and say, "Please indulge me
in the habit for review which I have acquired. Now on this whole sub-

ject of the help which I nan receive from training and education, we
have said there are several sources from whidh civil defense courses
are available. The ones we mentioned are: (Check ALL correct respon es.
THERE ARE SEVERAL.)

1. Civil Defense University Extension Program.

2. Office of Civil Defense Staff College resident

courses.

. George Washington University resident ceu es.

Civil Defense Education Program.

5. Staff College Rome Study Courses.

6. Community College Civil Defense Courses.

7. other sources offering pliblic education courses

which are related to civil defense and survival.
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FRAME 56

You continue your review: "And we have also said that diffc-ent

training and education for civil defense is offered for different types

of people. That means, as I understand it that a course should be

selected in each case which meets the needs of the individual being

trained. The courses selected will vary, then, from situation to

situation. However, we have mentioned at least the following cate-

gories of people as being the ones for whom certain courses are

specifically designed: (Check the correct responses.

1. the general public.

2. Civil Defense Coordinators.

3. loctors.

mayors.

5. people with emergency operations posi ions.

END OF UNIT V



UNIT V--BEST RESPONSES

FRAME RESPONSE FRAME/RESPONSE FRAME/RESPONSE FRAME/RESPONbE

1. 3 (cont'd) (cont'd) 42. I

2. 2 9 2 43. 2

3. 2 i9 4 3 44. 3

4. 1 5 4 45.

5. 2 1 6 46. 3

6. 1 2 7 47. 1

7. 3 3 8 48. 1

8. 1 6 33. 1 49. 3

9. I (in that 3 50. 2
order)

10. 2 4 51. 3
20. 2

11. 3 34. 1 52. 3
21. 3

12. 3 2 53.
22. 2

13. 2 3 54.
23. 2

14. 1 4 55. 1
24. 3

15. 2 6 2
25. 2

16. 2 35. 2
26. 1

17. 2 36. I 5
27. 2

18. I 37. 3 7
28. 2

3 38. 2 56. I
29. I

4 39. 2 2
30. 1

5 40. 3 5
31. 3

8 41. 3
32. 1
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THE CIVIL DEFENSE DIRECTOR COORDINATOR:
AN ORIENTATION TO THE POSITION

UNIT V TEST

TEST TYPE: Multiple Choice

NUMBER OF QUESTIONS: 10

VALUE OF EACH QUESTION: 10 points

DIRECTIONS:

1. Locate your student number on the cover of this textbook.

2. Select an answer card from those included in your instructional
materials and enter your name, address, zip code, STUDENT
NUMBER and UNIT NUMBER in the spaces provided on the card.

Each test question is followed by four possible responses.
The questions are designed so that more than one of the
four possible responses may appear to be correct. However,
in each question there is one response which is better than
the other three. Select the one (only ONE) which best
answers the question Make our selection on the basis o_
information given in Unit V not on the basis of your local
situation.

4. Mark the answer you have selected on the answer card, using
a soft lead pencil. Make a heavy mark completely covering
the space between the lines of the answer you select. For
example, if your answer for the first question were "a,"
you would mark the answer card as follows:

a

1.

d.

Mail the completed answer card; it is self-addressed and
postage paid.
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1. You need another person to fill a communications position in your

city's emergency operating center. Which of the sources below
would most likely be your best source of help in locating a suit-

able person for the job?

a. State Civil Defense Office.

b. Chief Executive of your city.

c. Local head of RACES.

d. Pastor of the cityts largest church.

2. In your city government the health and welfare functions are com-

bined in one department, but the staff is small. The department

head says that auxiliary people will be needed to help with the

emergency functions the department has of manning feeding, first

aid, and housing positions. When it comes to securing help for

the department,you ask the:

a. Red Cross to help fill the positions.

b. State Civil Defense Office for its recommendations
on what yuu shoilld do.

c. department head what community groups could best help

him with the jobs.

d. local Medical Society to help locate suitable auxiliary

and medical personnel.



Your cfAy govern: ent is beginning the planning for an emergency
operating center (EOC). Neither you nor any of the government
officials is sure What protection factor, layout, or equipment
an EOC shoyld have. You decide your best source of help would
be:

a. a local architectural firm with experience in building
designs including fallout shelters.

b. the local Builders Association which has experience in
building some of the best public fallout shelters in
your community.

c. tne State Civil Defense Office.

d. the Civil Defense Coordinator of an adjacent jurisdiction.

4. You decide to enroll in Civil Defense, U.S.A. This course will
come to you from the:

Civil Defense University Extension Program.

b. Civil Defense Education Program.

c. State Civil Defense Office.

d. Office of Civil Defense Staff College.
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One of ynur local citizens asks if you have anything he can read
to get some idea of what civil defense is all about. The action
you take is to:

a. give him the OCD Annual Report.

suggest that he enroll in Civil Defense, U.S.A.

c. ask him to attend a shelter management course the next week.

d. ask the State Civil Defense Office what to give him.

6. During a visit with your State Area Coordinator, he tells you that
the OCD Regional Office wants each local jurisdiction to run a
survey of the communications equipment which is available in its
community. You very much want help on this from your Regional
Field Officer. The action you take is to:

a. telephone the Regional Field Officer and ask him to assist.

b. write an invitation, for your ahief Executive's signature,
asking the Regional Field Officer to assist.

c. ask your Chief Executive to call the Regional Office for
assistance.

d. ask the State Area Coordinator to ask the Regional Field
Officer to assist you.
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During a conversation with A local builder, the subject of "slantingtechniqnes" comes up. He asks you Whether there is anything hecan read on the subject. Your first aCtion in finding out is to:

a. check an OCD publication which lists printed materiaLs.

b. check with the OCD Printing and PUblications Office.

c. ask the State Civil Defense Office.

d. ask the Civil Defense Coordinator of an adjacent jurisdiction.

You have published instructions in youx local paper on what ci, ensshould do in case a warning is sounded of an impending nuclear
attack or natural disaster. Suppose you had only one more action
you could take to assure that people will take the time to study theinstructions and be prepared to follow them in an emergency. Theone sction of those below which would prdbably get the best resultswould be to:

ask the Chief Executive and other local government officials
to pliblicize the instructions to all city employees.

b. contact local pastors and ask them to encourage their
church meMbers to cooperate.

c. contact teachers throughout the public school system andask them to give special evening briefings.

d. ask the heads of the city's service clubs to publicize the
instructions at their weekly meetings.
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9. The position which you fill is considered to be one of strategic
importance to your canmunity. This is mainly true because you:

a. are able to see the total emergency operations picture of
a community.

b. are an expert in unique areas in which you give advice and
assistance to the community.

influence more aspects of community life than any other
individual in the community.

d. bring together all the resources of a canmunity into a
total emergency capability.

10. In effectively doing your job as Civil Defense Coordinator, you
have learned in thiS course that you must:

a. do the work yourself, if you want to get it done and Obtain
and hold the respect of the community.

b. obtain the help of others, if the job is to get done in a
way which the community will respect.

411-

win the respect of the community by demonstrating that
you are more expert than others in emergency operations.

d. make a maximum nuMber of public appearances, because
that is the best way to publicize emergency operations.-
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The City of

APPENDIX 1

DRAFT: SAMPLE LOCAL CIVIL DEFENSE ORDINANCE

1/
ordains:

ARTICLE 1 - OFFICE OF CIVIL DEFENSE

Section Short Title.

This Ordinance shall be known and may be cited and referred to as
the "Civil Defense Ordinance of the City of

Section ( ). Intent and Purpose.

(1) It is the intent and purpose of this Ordinance to establish an
office that will insure the complete and efficient utilization of all
of the City's facilities to combat disaster resulting from enemy actions
or other disasters as defined herein.

(2) The Office of Civil Defense will be the
coordinating agency for all activity in connection with civil defense;
it will be the instrument through which the City Manager may exercise
the authorilv and discharge the responsibilities vested in him in
Act State of Public Acts of , as amended,
Section of the City Charter, as mended, and this Ordinance.

(3) This Ordinance will not relieve any City Department of the
moral responsibilities or authority given to it in the City Charter or
by local Ordinance, nor will it adversely affect the work of any
volunteer agency organized for relief in disaster emergencies.

Section Definitions.

(1) The following definitions shall apply in the interpretation of
this Article:

(a) "Civil Defense" in its broad meaning is to carry out the
basic government functions of maintaining the public peace, health
and safety during an emergency. This shall include plans and

1/ This copy of a draft ordinance under consideration by one city is
presented here, with permission, only as an example of one city's
action. Any material used from this draft will need to be adapted to
your own local situation, in accordance with your State Civil Defense
Law.
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Preparations for protection from, and relief, recovery and re-
habilitation from, the effects of an attack on the City by the
forces of an enemy nation or the agents thereof, and it shall also
include such activity in connection with disaster as defined herein.
It shall not, however, include any activity that is the primary
responsibility of the military forces of the United States.

(b) "Attack" shall mean a direct or indirect assault against
its government, its environs,

or of the nation, by the forces of a hostile nation or the agents
thereof, including assault by bombing, radiological, chemical or
biological warfare, or sabotage.

the City of

(0) Disaster" includes but is not limited to actual or
threatened enemy attack, sabotage, extraordinary fire, flood,
storm, epidemic or other impending or actual calamity endangering
or threatening to endanger health, life or property or constituted
government.

(d) "Civil Defense Forces" shall mean the
and facilities of all City departments, boards,
commissions; and, in addition, it shall lnclude
personnel, equipment and facilities contributed
from, volunteer persons or agencies.

employees, equipment
institutions and
all volunteer
by, or obtained

(e) "Volunteer" shall mean contributing a service, equipment
or facilities to the civil defense organization without remuneration.

(f) "Civil Defense Volunteer" shall mean any person duly
registered, identified and appointed by the Coordinator of the Office
of Civil Defense and assigned to participate in the civil defense
activity.

(g) "Director" shall mean the City Manager.or his designated
alternate duly appointed in accordance with Section of the

City Charter.

(h) "Coordinator" shall mean the Coordinator of the
Office of Civil Defense, appointed

a pre cribed in this Ordinance.

(1) "Regulations" shall include plans, programs and otner
emergency Procedures deemed essential to civil defense.

Section ( ). Or anization and Appointment.

(1) The City Manager is hereby authorized and directed to create
an organization for civil defense utilizing to the fullest extent the
existing agences within this City. The City Manager, as executive
head of the municipal government, shall be the Director of the civil
defense forces of this City and shall be responsible for their



organization, administration and operations.

(2) The organization shall consist of the following:

(a) An Office of Civil Defense within the executive department
of the city government and under the direction of the City Manager.
There shall be an executive head of the Office of Civil Defense,
who shall be known as the Coordinator of the Office of Civil Defense,
and such assistants and other employees as are deemed necessary for
the proper functioning of the organization. On some occasions the
Coordinator may be referred to as the Director, Office of Civil
Defense.

(b) The employees, equipment and facilities of all City'
departments, boards, institutions and commissions, will participate
in the civil defense activity. Duties assigned to a City department
shall be the same or similar to the normal duties of the department.

(c) Volunteer persons and agencies offering service to, and
accepted by, the city.

(3) The Civil Defense Director City Manager shall appoint a
Coordinator of the Office of Civil Defense who
shall be a person well versed and trained in planning operations in-
volving the activities of many different agencies which will operate to
protect the public health, safety and welfare in the event of danger
from enemy action or disaster as defined in this Ordinance.

(4) The Civil Defense Director shall designate and appoint Deputy
Directors to assume the emergency duties of the Director in the event
of his absence or inability to act. (This designation to be compatible
with the provisions of Section of the City Charter. The intent
being that there will always and at all times be a City Manager Civil
Defense Director in charge in the City).

Section ). Emergency Pawers and Duties.

(1) The City Manager

(a) 'The Civil Defense Director may exercise the emergency
power and authority necessary to fulfill his general powers and
duties as defined in Section of the City Charter. The .

judgment of the Civil Defense Director shall be the sole criteria
necessary to invoke emergency powers provided in the City Charter,
the Ordinance Code and other:appropriate authorities. The City
Commission may convene to perform its legialative and administrative
powers as the situation demands, and shall receive reports relative
to civil defense activities. Nothing in this Ordinance shall be
construed as abridging or curtailing the powers or restrictions
of the City Commission as defined in Chapter of the City
Charter.
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(b) During any period when disaster threatens or when the
City has been struck by disaster, within the definition of this
Ordinance, the City Manager may promulgate such regulations as he
deems necesiary to protect life and property and perserve critical
resources. Such regulations may include, but shall not be limited
to, the following:

1 Regulations prohibiting or restricting the movement of
vehicles in order to facilitate the work of civil defense forces,
or to facilitate the mass movement of persons from critical areas
within or without the City.

2 Regulations pertaining to the movement of persons from
areas deemed to be hazardous or vulnerable to disaster.

3 Such other regulations necessary to preserve public
peace, health and safety.

4 Regulations promulgated in accordance with the authority
above will be given widespread circulation by proclamations published
and uttered by newspaper and radio. These regulations will have the
force of Ordinance when duly filed with the City Clerk and violations
will be subject to the penalties provided in Section of the
City Charter.

(c) The Civil Defense Director shall order civil defense
forces to the aid of other communities when required in accordance
with the statutes of the state, and he may request the state, or a
political sub-division of the state, to send aid to the City of

in case of disaster when conditions
in the City are beyond the contr 1 of the local civil defense forces.

(d) Civil Defense Director may obtain vital supplies, equipment
and other properties found lacking and needed for the protection of
health, life and property of the people, and bind the City for the
fair value thereof.

(e) Civil Defense Director may require emergency services of
any City officer or employees. If regular City forces are determined
inadequate, the Director may require the services of such other
personnel as he can obtain that ere available, including ditizen
volunteers. All duly authorized persons rendering emergency services
shall be entitled to the privileges and immunities as are provided
by state law, the City Charter and Ordinances for regular City
employees and other registered and identified civil defense and
disaster workers and, upon demand, may receive appropriate compen-
sation for their emergency employment.

(f) The Civil Defense Director will cause to be prepared the
Basic Plan herein referred to and to exercise his ordinary powers as
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City Manager, all of the special powers conferred upon him by the

City Charter and the Ordinance Code of the City of
ail powers conferred upon him by any statute, or any other lawful

authority.

(2) Coordinator of the Office of Civil Defense

(a) The Coordinator of the Office of Civil Defense shall be
responsible to the Director in regard to all phases of the civil

defense activity. Under the supervision of the Director, he shall
be responsible for the planning, coordination and operation of the

civil defense activity in the City. Under the supervision of the

Director, he shall maintain liaison with the state and federal

authorities and the authorities of other nearby political sub-

divisions as to insure the most effective operation of the civil

defense plan. His duties shall include, but not be limited to, the

following:

1 Coordinating the recruitment of volunteer personnel and
agencies to augment the personnel and facilities of the City for

civil defense purposes.

2 Development and coordination of plans for the immediate

use of all of ,he facilities, equipment, manpower and other resources

of the City for the purpose of minimizing or preventing damage to

persons and property; and protecting and restol-ing to usefulness

governmental services and public utilities necessary for the public

health, safety and welfare.

3 Negotiating and concluding agreements with owners or

persons in control of buildings or other property for the use of

such buildings or other property for the civil defense purposes

and designating suitable buildings as public shelters.

L. Through public informational programs, educating the

civilian population as to actions necessary and required for the

protection of their persons and property in case of enemy attack,

or disaster, as defined herein, either impending or present.

5 Conducting public practice alerts to insure the efficient

operation of the civil defense forces and to familiarize residents

with civil defense regulations, procedures and operations.

6 Coordinating the activity of all other public and
private agencies engaged in any civil defense activity.

7 Assuming such authority and conducting such activity as

the Director may direct to promote and execute the civil defense

plan.



Section Civil Defense arid Disaster Basic Plan.

(1) A comprehensive civil defense and disaster Basic Plan shall be
adopted and maintained by resolution of the Commission upon the
recommendations of the City Manager, In the preparation of this Plan
as it pertains to City organization, it is the intent that the services,
uipment, facilities and personnel of all existing departments and

agencies shall be utilized to the fullest extent. When approved, it
ehall be the duty of all municipal departments and agencies to perform
the functions assigned by the Plan and to maintain their portion of
the Plan in a current state of readiness at all times. The Basic Plan
shall be nonsidered supplementary to this Chapter and have the effect
of law whenever a disaster, as defined in this Chapter, has been
proclaimed.

(2) The Director shall prescriLe in the Basic Plan those positions
within the disaster organization, in addition to his own, for which
lines of succession are necessary. In each instance, the responsible
person will designate and keep on file with the Director a current liet
of 3 persons as successors to his position. The list will be in order
of succession and will as nearly as possible designate persons best
capable of carrying out all assigned duties and functions.

(3) Each service chief and department head assigned responsibility
in the Basic Plan shall be responsible for carrying out all duties and
functions assigned therein. Duties will include the organization and
training Of assigned city employees and volunteers. Each chief shall
formulate the operational plan for his service which, when approved,
shall be an annex to and a part of the Basic Plan.

(4) Amendments to the Basic Plan shall be submitted to the City
Manager. If approved, the Director (City Manager) will submit the
amendments to the City Commission with his recommendations for their
approval. Such amendments shall take effect 30 days from the date of
approval unless action is taken by the Commission disapproving the
Director's submission. In the event an amendment is pending at the
time that a disaster is proclaimed under provisions of this Chapter,
the amendment will be considered approved immediately and will remain
effective unless specifically revoked by the Commission.

(5) When a required competency or skill for a disaster function is
not available within the city government, the Director is authorized
to seek assistance from persons outside of government. The assignment
of duties, when of a supervisory nature, shall also grant authority
for the persons so assigned to carry out such duties prior to, during,
and after the occurrence of a disaster. Such services from persons
outside of government may be accepted by the City on a volunteer basis.
Such citizens shall be enrolled as civil defense volunteers in coopera-
tion with the heads of City departments affected.
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(6) Some of the duties ascribed to the Director in this section
will ordinarily be handled as a matter of routine by the Coordinator,
but the responsibility and authority stem from and remain with the
Director.

Section_ No Municipal or Private Liability.

(1) This Ordinance is an exercise by the City of its govemaental
functions for the protection of the public peace, health, and safety,
and neither the City nor agents and representatives of said City, or
any individual, receiver, firm, partnership, corporation, association,
or trustee, or any of the agents thereof, in good faith carrying out,
complying with or attempting to comply with any order, rule or
regulation promulgated pursuant to the provisions of this Ordinance,
shall be liable for any damage sustained to persons or property as the
result of said activity.

(2) Any person owning or controlling real estate or other premises
who voluntarily and without compensation grants the City the right to
inspect, designate and use the whole or any part or parts of such real
estate or premises for the purpose of sheltering persons during an
actual, impending or practice enemy attack shall not be civilly liable
for the death of, or injury to, any persons on or about such real
estate or premises under such License, privilege or other permission,
or for loss of, or damage to, the property of such person.

Section ( ). Violation of Regulations.

It shall be unlawful for any peison to violate any of the
provisions of this Ordinance or of the regulations or plans issued
pursuant to the authority contained herein, or to willfully obstruct,
hinder or delay any member of the civil defense organization as herein
defined in the enforcement of the provisions of this Ordinance or any
regulation or plan issued thereunder.

Section ( Penalty.

Any person, firm or corporation violating any provision of this
Ordinance, or any rule or regulation promulgated thereunder, upon con-
viction thereof, shall be punished by a fine of not more than

Dollars, and costs of prosecution, or imprison-
ment in the County Jail for a period of not more
than ninety 90darT-7y-T----oothsuch fine and imprisonment in the

discretion of the court.

Section ( ). Severability.

Should any provision of this Ordinance be declared invalid for
any reason, such declaration shall not affect the validity of other
provisions, or of this Ordinance, as a whole, it being the legislative
intent that the provisions of this Ordinance shall be severable and
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remain valid notwithstanding such declaration.

Sectio_ ( Conflicting Ordinances, Orders Rules
Regulations Suspc_aded.

At all times when the orders, rules and regulations made and
promulgated pursuant to this Article shall be in effect they shall
supersede all existing ordinances, orders, rules and regulations insofar
as the latter may be inconsistent therewith.

Section ( ) Effective Date.

This Ordinance shall take effect on the day of
in accordance with the provisions of Section

of the City Charter.
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SAMPLE JOB DESCRIPTION:

LOCAL CIVIL DEFENSE COORDINATOR

GENERAL

APPENDDC 2

"Civil Defense" is not a separate function set apart from the
normal responsibilities of government. On the contrary, civil defense
ope7ations occur whenever a local government responds to any massive
em.irgency--such as a tornado, hurricane, flood, or other natural
disaster; or a major industrial accident--and similar civil defense
operations would be needed in case of nuclear attack.

The chief executive of local government (the mayor, city manager,
chairman of the county board, etc.) is by law in charge or in command
during an emergency. His sheriff or chief of police, fire chief, and
other department heads command the operations of their forces during
major emergencies. The regular forces of government may need some
special training for operations during emergencies, such as in the
use of special instruments .to detect and monitor fallout radiation,
and may need some auxiliary personnel to assist regular forces. But
the forces responsible for emergency operations are the normal forces
of government.

The Civil Defens2 Coordinator usually serves during emergencies as
the chief of staff for the chief executive. His normal daily role i
to act on behalf of the chief executive to build local readiness for
operations in both peacetime and wartime emergencies. This includes
taking fhe lead in community-wide emergency preparations, such as
development of local gayer/anent emergency plans and an Emergency
Operating Center (a protected site from whtch key local officials can
control emergency operations), including staffing of the Emergency
Operating Center; assistance to police, fire, and other departments
with radiological defense and other training needs; plus other work
needed for emergency readiness, such as developing a warning system
preparing public fallout shelters for use if needed, and arranging
for involvement of private sector manpower and resources in the opera-
tion of emergency government.

The local chief executive is responsible for all emergency prPpara-
tions; this responsibility cannot be delegated. However, the Civil
Defense Coordinator should be delegated the real authority he needs to
develop emergency readiness as be works with the heads of key depart-
ments (police, fire, heqlth, etc. ) who have responsibilities in
emergencies.

357



OVERALL FUNCTIONS CIVIL DEFENSE COORDINATOR

The Civil Defense Coordinator, for and on behalf of the local

chief executive, coordinates planning and organization for the use of

all public and private resources available to locRi government--man-

power, supplies, skills, equiplient, etc.--to provide the capability of

dealing with the effects of peacetime and wartime disasters.

OVISORY ANT COORDINATING FUNCTIONS

The Civil Defense Coordinator:

Acts as principal advisor to the chief executive on matters

relating to policy, procedures, and organization of local

government in an emergency, and performs other technical

or administrative duties related to the civil defense

program as directed by the chief executive.

Acting for and on behalf of the chief exec, Uve, plans,

organizes, and coordinates the civil defen-a activities

of those operating departments and agencies of local

government (e.v., fire, police, welfare, public works,

health, etc.) which are responsible for carrying out

civil defense operations in an emereTncy.

Prepares and or assists in the preparation of civil defense

budgets for the civil defense agency and/or operating

departments and agencies of government having emergency

and supporting functions; prepares and submits justifi-

cations for funds used in the procurement of civil defense

facilities, materials, services, and equipment (e.g.,

construction of Emergency Operating Center facilities,

purchases of additional emergency communications equipment,

aaquisition and maintenance of radiological instruments,

etc. ) and

Prepares and maintOrl as necessary reports and records on

the civil defease activities of local_ government.

ORGANIZATION AM PLANNING FUNCTIONS

The Civil D fense Coordinator:

Prepares or assists in preparation of the Community Shelter

Plan (CSP), in accordance with State and Federal guidance,

providing for the utilization of locally available fallout

protection; coordinates civil defense plans and activities



of local government departments having responsibility for
movement to shelter, shelter fire protection, shelter
management, emergence from shelter, etc.

Develops for the chief ekecutive necessary planning
directives for,the operating departments and agencies of
government .and assists in coordinating and integrating all
emergency government operations.

Under the general direction of the chief executive, provides
leadership to the local government departments and agencies
in the development oP plans for the use of all available
vanpower, facilities, and equipment during an emergency;
arid enlists the assistance of those resources available
from the private sector (e.g., hospitals, public service
companies, priVate welfare institutions, etc.

This includes development of the local governm
Emergency Plan, with all necessary parts or annexa,
covering government responsibilities and organization
for all typ'es of emergencies (e.g., natural disasters;
periods of international crisis; nuclear attack disasters;
and, if desired, civil disorders

Determines, In consultation with local government department
heads, annual or semiannual achievement goals, and measures
and analyzes progress made in the improvement of the emer-
gency operations capability of local gaTernment (such as
reflected in the local government civil defense Program
Paper); and periodically reviews present policy for the
chief executive, identifying changes required to meet
specific local goals (e.g., whether present monies and or
manpower are sufficient to achieve the emergency capability
needed by government

DIRECTION AND CONMOI, KINCTIONS

7te Civil Defense Coordinator:

Develops procedures and arrangements for the chief executive,
and key executives of operating depaTtments of local
government to make rapid and coordinated decisions in an
emergency, including:

(1) The establishment of a Ideal Emergency Operating Center
(E0C) facility, -with necessary fallout protection,
-operating space, emergeney eommunications-, emergency
power, etc., for the centralized direction of emergency
operations; assignment and training of staffs from all,
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departments with emergency functions; and development
of internal EOC operating procedures;

The coordination of local disaster operations with higher
and adjacent levels of government as may be specified in
State emergency p1P,ns and directives;

The establishment of intelligence and information systems
to collect and disseminate disaster information essential
to emergency government operations (e.g., disaster damage
information), as well as to the welfare of the general
public (e.g., radiological hazard warnings); and,

()4) The establishment and operation of a local warning and
alerting. system in accord with State and Federal plans
and direetives, for both the general public and the
executive and operating personnel of government.

During an emergency period, acts as chief of staff or principal
advisor to the chief executive on local government emergency
operations, including the execution of (1) appropriate
Increased Readiness measures should an international crisis
occur; (2) such Emergency and supporting operations, plans,
and procedures as are appropriate in an emergency; and (3)
necessary coordination among the operating departments of
government (and higher and adjacent governments).

TRAINING AND_EDUCATI3N FUNCTIONS

The Civil Defense Coordinator shall coordinate, prepare, and
execute local government programs which. involve:

The training and education of individual citizens and of
business, industry, and private organizations in individual
and collective survival in an emergency;

The training of government employees in emergency operations
procedures to complement their peacetime skills; augmenting
existing government skills and services with specific and
technical training (e.g., radiological monitoring for
police and firemn); augmenting existing government forces
with trained reserve forces (e".g., "auxiliary" police
training under the local police department).

The development of regular tests and exercises of emergency
government operations_plans-and,preeedures to assist the
chiefexeeutiyeanepartment heads in preparing for their
roles in disaster oPerations.



FACILITIES AND EQUIPMENT FUNCTIONS

The Civil Defense Coordinator:

Negotiates licenses with building owners for the use of
public fallout shelter space identified in the jurisdiction;
plans for the utilization of such fallout protection in the
local Community Shelter Plan, including marking public
shelter facilities;

Determines the adequacy of fallout shelter facilities and
(as necessary)aunente existing resources within the
facilities:

(1) procures and places within the facilities essential
survival stocks and equipment (e.g., food stocks,
water containers, health and sanitation supplies,
radiological instruments); and

Augments stocks and equipment provided by the National
Fallout Sh,Ater Program with locally procured items .

(e.g., blankets, cots, etc.) and

Ascertains the adequacy of existing government facilities
and equipment needed for emergency government operations;
if necessary, arranges for the procurement of new or surplus
equipment (in accordance with State and Federal regulations)
to augment and complement this inventory; ancl develops and
coordinates plans for the use, replacement and/or restora-
tion of essential public and private facilities and equipment
in an emergency.



SUGGESTIONS FOR

1/
LOCAL EMERGENCY COUNCIL

I. Rationale

APPENDIX 3

The rationale for the establishment and maintenance of a Local
Emergency Council is found in three basic premises:

a. Local government must accept the responsibility dictated by
statute and by common understanding; it is responsible for the health

and welfare of its citizens in all situations.

b. LoQal government alone does not own or control the resources
necessary to cope with disaster situations of significant magnitude.

c. A coordinated effort, using the resources of both the public
and private sectors of the community, can insure the best use of men
money and materials to meet disaster needs.

II. Government Responsibility

It can be assumed that the mayor of a city, aware of the confidence
expressed by those who elected him as the chief officer of the
community, will concern himself with the day-to-day operation of city

government so as to provide the greatest good to the greatest number

of the people. There is need, however, to give consideration to
sudden and catastrophic occurrences which call for the employment of

emergency measures and resources;

1/ This material, prepared by OCD Region SIX, is an example of one
way in which an Emergency Council could be set up and function. The

material will have to be adapted to meet the emergency needs of your
own particular jurisdiction. You may want your Council to consist of
only influential citizens from the private sector, or you may want it
to be a combination of representatives of government and private organi-
zations or groups. Likewise, you must decide in your own jurisdiction
exactly what you want the function of the Council be.

Regardless of how your jurisdiction's Council is finally organized, it
is essential that there be complete understanding and agreement on the
part of all responsible public officials in your jurisdiction that the
Council members are the representatives of such officials in any
planning activities. In an actual disaster operation, responsibility
for action is that of the appropriate official and cannot be delegated.



Responsible public officials recognize that disaster situations cause
disruption of normal services to the people of a stricken area and
bring about the need to provide special relief measures for such
affected groups.

Local government, therefore, has the responsibility for the preparation
of plans adequate to meet a variety of disaster needs, the establishment
of guidelines for the effective integration of all government services
and departments in disaster operation, and the coordination of all
community resources, public and private, which can contribute to a
comprehensive relief operation.

III. Resource Availability

The resources of personnel and of the material awned, operated and
centrolled by local government are usually anvil when compared to the
same resources available in the total community. With comprehensive
planning, the jnvolvement of private sector resources to meet disaster
needs can increase the capability of a community many times that which
is possible with official and public resources alone.

IV. Community-wide Involvement

"There is abundant evidence from studies, observation and
experience over the years that the early involvement in a
meaningful way of those whose support is necessary to an
undertaking provides the greatest assurance of its ultimate
success. Stated another way, people support what they help
create."

The above quotation from the Department of Defense publication H-ll-B,
Committees for Community Shelter Planning, points up one of the salient
facts of community action. Participation in the planning for community
effort often results in personal eommitment to the purposes of the
planning. Such commitment is highly desirable in any community enter-
prise such as disaster relief.

V. Responsibilities of a Local Emergency Council

The Council should assume responsibility for the preparation of an
Emergency Operations Plan, commensurate to the disaster hazards and
the resources available to meet them, for the political subdivision
involved in the Plan. As a group sensitive to disaster possibilities,
the Council should be sure that comprehensive planning is done, that
all available resources are considered, and that there is public
understanding of the Plan.
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A second function, and a very Important one, is to serve as an operations
group, to carry out the emergency plans agreed upon, during a disaster
emergency. Council members who have official responsibilities wou1d,
of course, be in charge of their official groups: Police, fire, health
services, public works, etc. Members who are representatives of non-
official groups would serve as liaison personnel to secure the help
needed from the agencies and groups represented on the Council, and
from the community at large.

In serving the double function as a planning group and an operations
group the Council becomes the primary resource of local government
in its job of dealing with disaster or emergency situations. It
serves as the Policy Advisory Committee for a Community Shelter Plan;
it becomes a policy committee in cases of civil disturbance; it serves
as a sounding board for citizen participation in all matters relating
to emergency planning; and it provides continuing liaison with official
and non-official departments and agencies in the community which have
a capability useful in meeting needs caused by disaster.

VI. Membership of the Council

BecalNe of theobvious differences in size and complexity, each com-
munity must determine the size of its Council and the represontation
necessary to make it adequate to perform its functions.

Membership cames by appointment by the mayor and members serve at his
discretion. Additional members should be appointed as the occasion
demands.

Suggested membership:

1. Mayor or City Manager--Chairman of the Council.

2. City Attorney--to assure legality of Council action.

3. City Fiscal Officer--to assure fiscal adequacy and budget
information.

4. City Engineer--for information in planning and operation.

5. City Health Officer--responsible for all health activities.

6. Chief of Police Depar ment--planning and operations.

7. Chief of Fire Department--planning and operations.

8. PUblic Works Officer--official responsibility and liaison with
utility and service companies.



9. PUblic Welfare Officer--official responsibility and liaison
with community welfare agencies and groups.

10. Superintendent of Schools7-official responsibility and liaison

with all educational agencies and groups.

11. Civil Defense Coordinator-serves as executive officer to the

mayor and secretary of the Council.

12. Representative of the PUblic information Mediamost important

for interpretation to the public of the Council's actions in

planning and operations.

13. Representative of Chamber of Commerceto provide liaison with
the business interests of the community.

14. Representative of Industryto provide liaison with the
industrial groups and to provide resources in disaster operations.

15. Representative of Labor--(where labor groups are an entity in

the community) for liaison, interpretation of actions, and for

labor resources.

16. Representative of Church Groups--to provide liaison with
religious community and operational resources.

17. Representative from Red Cross--to provide information and

volunteer resources for operations.

18. Representative from Minority Groupsimportant to the inter-

pretation of planning and operations.

Other potential members who could provide liaison and operational

resources might include: representatives from neighborhood or ethnic
groups; members of service clubs, wamen's groups and organizations;
representatives from a local college or university; community-orinted
citizens from civic, fraternal and veterans groups, and fron the public

at large.

Members serve without compensation, on the same basis as do other public

service boards and committees.

VII. Authority of the Council

The Council should-be established by official action of local govern-

ment, bat, in itself, has no legal authority except that which may be

delegated-by the mayor.. It 'is-advisory'in-nature, in planning and in

operations; its official members operate within their own spheres of

authority.



VIII. Resume

Careful choice of Council membership; adequate interpretation to the
membership of their responsibilities and duties; wise use of the
members' time and capabilities; and effective leadership in the use
of the Council can assure a most valuable tool of local government in
meeting the needs of the cammunity in emergency situations.



APPENDIX L.

OCD CAREER DEVELOPMENT PROGRAM FOR LOCAL
CIVIL DEFENSE DIRECTORS/COORDINATORS

PROGRAM ENROLLMFNT APPLICATION
(Submit in duplicate.)

(Seo PCDG, Part P. Chap. 2, Appetit. 2, tor damned information.)
1 AME (Please typo or print) DAEOFAFLICATION

. P ITI TITLE

.ADDRESS r5iri. City. State and Z PW(le

4 UALIFICATION FOR ENROLLMENT c 0C Opp C0. 8 Omo.,

a. 0 t HAVE BEEN A LOCAL CD DIRECTOR/COORDINATOR OF REC RD FOR YEARS.=_
A. =I I AM DEPUTY TO A LOCAL GO DIRECTOR/COORDINATOR OF RECORD.
C. I:= I AM A PROFESSIONAL MEMBER OF THE STATE CD STAFF.
d. M I AM AN INSTRUCTOR IN A TRAiNING PROGRAM SUBJECT TO OCD CONTRACT OR WORK ORDER,
e. = I Am OVER Xi YEARS OF AGE. AND WOULD LIKE TO BECOME A LOCAL CD DIRECTOR/ COORDINATOR. (Ennallea ustng this

qualification is responsible for securing of anatures in items 7 end 8.)

5. ICATE YOUR PREVIOUS CIVIL DEFENSE INSTRUCTION Ey FILLI G OTHE FOLLO ING TABLE,
COURSE FFERE BY WHERE GIVEN WHEN COMPLETED

THE CD DIRECTOR/COORDINATOR OCO RXX
I II- DEFENSE. U.S.A. XXX

CIVIL DEFENSE MANAG ENT
PLANS AND OPERAT I

G. INDICATE HOW Y U WISH TO ENTER PROGRAM (cheek one):
= THE CIVIL DEFENSE DIRECTOR/COORDINATOR (home angry court; e)= CI VI L DEFEN*E. U.S.A. (hmne eiudy course)
= CAREER COURSE I. THE JOB OF THE COORDINATOR (resident souratt)41

= CAREER COURSE II. THE WORK ENVIRONMENT OF THE COORDINATOR (raaident caurse)i

a. I AM OUALIFIEO TO ENTER AT INDICATED LEVEL BY (chock on
= COMPLETION OF PREREQUISITE COURSES

I=1 YEARS OE TENURE IN MY POSITION
.= PLEASE SEND ME APPROPRIATE OCO TEST. I WI I-I TOOUALIFV FOR ENROLLMENT.

1 ure given at OCD Stall College, Bottle Creak. Mich.
a

Nom: Thorne 7 and 8 roust he completed if quo!ificotf on 4.o, -hose is Lined.

. ENROLLEE NOMINATED By:
OCAL CO DIRCCTOR OF RECORD OFFICIAL POSITION

ADDRESS cmciudc ZIP Code) DATE

8. NOMINATION ENDORSED BY:
TATE CD DiRECTOR TATE ATE

B. SEND COMPLETED ENROLLMENT FORie -I-CII

Director, CD Career Program, OCD Staff College, Battle Creek,- Mich. 49016
OCD form 436, t 70 369
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Accounting records, 262, 263
Audit, 256-265

Budget: and accounting, 174-176;
and audit, 256-265; a financial
plan, 239; funds available in,
174-176; planning process,
238-249; preparation of, 139;
presentation, 252-255; and re-
porting, 172; requests, 140

City attorney: advice from, 24,
211, 212

Civil defense: definition of, 5;
final authority in decisions of,
8; history, 188, 189

Civil Defense Advisory Council,
213-215, 287, 288

Civil Defense Coordinator: advise
on emergency operations, 88;
duties and authority, 201-207;
duties of in ordinance, 7; how he
reports, 171-173; knowing govern-
ment structure and functions, 208,
220; relationships with Federal
government, 63, 64; relationships
with other local governments, 51-
53, 121-124; relationships with
State government, 56-62; rela-
tionships within his local gov-
ernment, 44-50; who he reports
to, 168-170, 172

Civil defense law: Federal, 28-31;
State, 20-27

Civil defense ordinance: Coordi-
nator's duties and authority in,
205; copy of, 14; development of,
210, 211; provisions of, 5-13

Communications equipment, 85
Correspondence, 128; carbon copies
of letters, 194

Disaster, Potential ix jurisdiction,
217-219

Early taskS',. 16,8185'; in emergency
operations 220-223; in local

;

government, 201-216; in manage-
ment, 230-237; in office, 186-
199; in planning for disasters,
217-219; on resource lists, 224-
228; on tests and exercises, 229

Emergency Broadcast System, 59
Emergency Operating Center, 85
Emergency operations: control of
in ordinance, 6; keeping records
of staff, 111; learning on-going
program, 189; organizirig and
planning for, 84-91; staffing
for, 105-107; testing of plans
for, 110-229; training for, 208-
211; types of, 79-82

Emergency operations planning:
developing plan, 87, 220-223;
management cf, 230-237; provision
for plan in ordinance, 10; with
other government agencies, 233,
234; with private organizations
225, 226

Equipment file, 195-199; master
index for, 199

Fallout shelter program, 93;
development of shelters, 95-97;
licensing, 97; management plans,
103, 189; marking, 98; stocking,
99-101; surveys in, 93-95

Federal Civil Defense Guide, 63
191; keeping it updated, 193;
and Model Civil Defense Act,
210; source of help, 321, 322

Filing, 127, 190; setting up
system, 190-192

Financial assistance, 142, 146-
149; and salaries, 181-183

Help: from community influentials,
290-293; from community organi-
zations, 294-301; from local
government, 288; from other
Coordinators, 289; from publica-
tions, 319-327; from Region,
311-318; from State, 304-310;
from training and education,



328-340

Invoices: payment of, 179

Job description, 201-203

Mail log, 194
Merit system: and financial

assistance, 181
Mutual aid pacts, 15-19

Office
Office
Office

arrangement, 126
management, 125-129
prOcedures, 186-199

Procurement: from budgeted funds,
179

Program Paper, 132-139; and
financial assistance, 146, 181

Public information, 113-120

RACES, 326
Receipts, 261, 262
Report: annual, 263, 264, 314, 326
Requisitions from budgeted funds,

179
Resource lists: development of, 89,

. 224-228; master resource booli. of,
227

Shelter managers: selection, 101-
103; training, 103

State Area Coordinator: function
of, 57-63; source of help, 305

Succession: provision for in
ordinance, 9

Surplus property, 142-145; and
budget, 144, file on, 195-197

Secretary: how hired, 180;
telephone technique of, 125

Tests: of emergency plans, 110,
229

Warning:
113

s:stem, 86; of the public,

.

Written materials: development of
for emergency pperations, 90, 115,
117
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